. L . . _ L PO

¥ B

| _ t DOCUMENT RESUME B o
'ED-229 929 - . . EC 151 927
TITLE ' ,  Policies and Procedures Manual. Washingtoﬁ County
. < "+ .,  .Children's Program Outreach Project. Machias, .

. : ‘ Maine. L .
SPONS AGENCY Office of Special Education and Rehabilitative
- " Services (ED), Washington, DC.. o

PUB DATE * - Jun Bl® . | ; . |
GRANT - . 6008001926 R S e
NOTE T 136p.; Developéd ' and distributed by the Washipgton

County ChiIdren'S'Program Outreach Project. For
. related documents, see EC 151 921-926: Some print is
o » ~marginally. legible.,- o ‘ ‘ L
. PUB TYPE * Guides - Non-Classroom Use (055) =
EDRS PRICE -. MF01/PC06 Plus Postage. = : o
DESCRIPTORS .- *Disabilities; Early Childhood Education; -
o ¢+ *Educational Policy; Financial Policy; Iafants;
- *Intervention; Personnel Policy; Program .
Administration; Program Developrient; Rural Areas;
} : . -State Programs . . S : .
IDENTIFIERS *Infant Develepment Center ME; *Washington‘CQunty : 0
. ‘Childrens Project ME C : : :

@

~

ABSTRACT . : S . o CL o
' o " The manual -presents policy and.procedural information

drawn from early intervention programs for handicapped infants and -

young children.. Materials are based on the Infant Development Center

(IDC) in -South Portland, Maine, a state program for handicapped

children from birth to 5 years old, and on the Washington County
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address the following client policies: referrals, initial home Tisit,
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- - recordkeeping. Additional statements are presented for policies
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aspects as the project's governing body, personnel (including

spolicies and job descriptions),-direct’ services, and financial
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"Policies.and procédures" - dull, dry end boring, Right? |

The ideas for this manusl came, in part, from my experierices for five
Years as director of a program for young handicapped children and their '
families. From the begimming my main interesis were with the "human" side
of things ~ the staff, the children, their perents, the members of the larger
commmity. , v . C

My major interest continues to be in people.’ People like me, and maybe
you, too, need.a lot of help in buckling down to the fine points of
edministering & service program. As the progran settles into the commmity
and the staff mettles into the program, there will scome a time when you need -

regulations, rules, and-a-basis for making decisions.
" Ve have tried .to design a manual that would have been helpful }o

. someone like me when I was getting started. Our "Ideal” Table of Contents

is an attempt to include thome items which are necessary in administering a
program.

The first set of materials is from the Infant Development Center in
South Portland, Maine. This program is administered through & state
egency, the Bureau of Mental Retardation. Most of the items listed in
our "Ideal" Table of Contents have been developed by the IDC and we consider
their policies and procedures menual to be close to the ideal. :

The second set of materials are from the Washington County Children's
Program, the program with which I have gained my experience in these matters.
We consider these samples to be the "bare bones" -- thome items which are
absolutely essential.

ﬁo hope these materials prove helpful to you. If they make the -
nitty-gritty of your job go more smoothly, so that you can devote as
much energy as possible to childrem, families and staff, we will be, well
pleased. ' - .

\‘A ]

‘Cheera, L S
' - oo A
L Jai Wede
. i3 .
: Jane Weil ‘
Outreach Project Director
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, Polici.ee & Proce'“duree Manual
' | ' *17deal" Table of Contents
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- Other Possible Sections:
Overview of Umbrelle Agency
Des¢Mption of Advisory Board .
Fund Ralsg\ng Policies '
Volunteer

Coordination - Inter-&gency Agreenehts . .
Parent Groups ‘ .
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' *\ . Policies and Pro should be usdeful to & program director,

ataff, board merbers ang, gﬁcmcl:?ﬂn o%ficera’. In our view, a manual organized
according to this Table of Contents would be ideal. |, '

" At the same time, we recognize the "ideal" is not often possible for a
prcgran‘on -ite firast day of operation. However, as these are all issues which

;{i 1] arise, a progran should be wqrfking to develop such a manual.

**You moy want to consider your progran'g need for a contractual-
consultation agreenent format,
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- The Infant Develbprient Center is an ehrly intervention progran for
infente and children from birth to 5 years of age. It is part of the
Bureau of Mental Retardation, vhich ig a bureau of the Mnine Depertment
of Mental Health and Mental Reterdation. :

Because the IDC is part of a stats departrent , 8ome of itm policies

“and pracedures are dictuted by that department. However, as the only
progran of its type within Maine State government, it is something of =
nodel.” For this reason, there are nany policies and procedures which the
IDC staff, with its Advisory Board, have needed to develop' over the years.
These are the forms wo have included as semples. . . ¢ |
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TNFANT DEVELOFMENT CENTER
Policy & Procedure Manual*

M
' Section I Philosophy Statement
Section IT - ”Cli&nt'Pﬁliéiég** o
A. TReferrals .

'B. Initial Home Visit

C. Services

1.
4 2.

3-
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Ho¢ebased progrﬁms

Center based proérama

a." Developmental Cldsses

b. Playgroups

c. Théfgpy

d.  Child Care Services
Family Support Therapy
Assistance to cther agencies

D. Program’Planning

1.
2.
N
4,
5.

Intake Conference,

'Conéﬁitation

Evaluation
Developmental Assessment+

Cass Conferences

E. Inactivation - Follow-up

F. Record Keeping

&
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Section IV
Section V

Section VI

Section VIL

Sectior ITT

. Btaff Polieciecs

A, Orgenizational Chart

- B. List of current perscrmel

C. Job Descriptions

D. Agency Council+

’ E.V State Personrel Rules+

F. Inservice Training+
Parent Groups

Advisory Board | —,
General Policies

A. Volunteers

[

B. Genéral(Policy & Procedurcs
C. ;ﬁnanciél+ )
Public Information
Brochu&ea

Program Descriptions

33 -

%Sone sections of the IDC menual are not available or are still heing

developed. Those missing sections are denoted by a plus sigm (+),

**Sample record-keeping forms related tc clients are found in Section II.F.
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INFANT DEVELOPMENT CENTER

SECTION I - PHILOSOPHY

. The Infent Development Center's program is based on the philosophy
that early intervention (newborn - 5 years) helps a child with develop-
mental delays or potentisl deleys achieve the maximum level of perforsi-
ence. Iach of these children should be given the opportunity to be
involved in a progran as soon aa a developnental problen has been
identified. Intervention should occur primarily in the home sotting
-through the combined efforts of the family and profesgionals,

SECTION II - CLIENT POLICIES
J' Referrals

Pﬁrpoaes To provide an identificetion system which is easily
accepsible to families and the cormunity.

To provide a documentai.on procedure which lesds.to & ' -
systenatic end prompt response to the request for
services.

Procedure: Referrals are accepted on any child, birth to 5 years,
suspected of developmental deley from York or. Curiberland
County. ) _ . '

o L
Referrnls are accepted from parents, individuals,
physicians or agencies concerned with the child. If
‘it is an agency, physician or individual referral, it
is expected that the referral be discussed with the

- femily before I.D.C. makes the initial contact.

v
Initial contact will be made %o the family three days
after referral is received.

Referral forms may be completed by any staff nember,
primarily the secretary. It is then logged by the
secretary and given to the Outreach Coordinator to
determine who mekes the initial contact axd home visit.

B. Initial Home Vigits

Purpose: To assess the needs of the fanily for aervices.
To familiarize the parents with the services offered by I.D.C.

To discusa with the parents concerns for the child and their

expectationa of the progranm. :
I &

To obgerve the child in skill levels and administer Denver

Developnental Sereening Test.

Completion of the applicent's history and appropriate
pernisaion forma when gervices fron I.D.C. are needed.

10.




Procedure: An initial home .visit is set up within bon days
. efter the initiol contect to the family by I.D.C.

4 narrative report of visit is then placed in the
. child's file. This roport includes parent's
' concerng, birth history, developmental skill levels
of the child ard recommendations for servicess

The initial home ¥isits are primarily dome by the
case worker, who is responsible for filing report,

There are cases where a second visit mey need to be
acheduled in order to further assess the needs of
the fanily and child. The narrative report is then
written after this second visit.

Services

1. Home Based Prog:ams

Purposes: To help parents of children with delays to sct u? and
carry out a developuentel progran.

To provide information to parents about rescurces
available to them in order to allow them to plan for
their child's future.

To provide eariy'intérvention to agsure that the child
_ has an opportunity to develop to his/her potential.
Procedure: 1. L child receives a home program when it nects the
needs of the child in the fanily. '

2. Primary person has a child with which thoy make
scheduled home visits to where the child is being
taken care of, with intent to work with parent or
guardian and child,

3. Each child on a home progran has n gpecific
progran with recorded goals and objscctives.

.~ 4. TFrequency of visits is determined by reeds of
parent and child - average nunber of visits id weelly.

2. UCenter Based Prograng v .

‘.. Dovelopmental Classes

Purpose: To prdvide an interin progran for children from 18 months -
5 years of age who need socinlization, holp in developnental
arecs and when home environnent does not allow the progran
to take place. :

)

Procedure: 1. The Educationgl Specialist is responsible for
‘ organizing and, supervising developrental classes. He/she
will be assisted by work study studerts, parent/wvoluntoers,
foster grandparents, and/or CET. staff, and en apsistant,

11 | .




. 2. Dducational Specialist 15 resnongible for notiflying
g parenta and/or other child caretakers about cancellation
of clegses, field activitice end other activities
_ .. ___ periaining to classroon.
3. A child is enrolled in developmertel classos by tho -
primary person after he or she has exnlored all other
‘rogsible placement in pre-school programg., if an
appropriate opening is available the child is placed in
classroom.. If no placement is available the child will
be placed on a waiting list until such time ag an
appropriate opening occurs. The Education Speeialigt ig
responsible for this waiting list. When the ehild is
enrolled, pernission forms and en information sheet should
be completed, '

4. The child will attend developnental clagses 2z a weelk,

0. ‘Yhile ottending developmental clagses She primoyy '
- person maintaing modified home progran, retains responaibility
along with Education Speecialist to find outside placeient for
the enild, and in keeping records. The child'g Aetivity
Sheet listing gosls and objectives will be reviewed by the
classroom staff nonthly, and placed in hig/her file.

.

‘ ] . 6. After & period of approxinately six wecka of attending °
- class, the Primary Person, Education Specialist.ond the
parents of the child will meet to discuss progress and goals
for their ckild, and will also give the parents tho
oppo~ tunity to tell us what their poals are for their child.
Tho purpose of -this meeting is to familiarize and reassure
the perents/caretskers. The Prinazy Pergen ig responsible
for setting up-t@is meeting. -
7. Trangportation will be done by parents when pospible. -
- Then no other resources are available it will bo done by
classroom staff and respongibility for orrarping it.lies
with the Primary Pergon.

Ba Ployprouns

Purpoge; Playgroups nre offered to I.D.C. clicntg ag a neang of
learning through socialization and play., The Eddcatioral
Aide is responsiblo for orpanizing end gupcrvising thesc
groups 2 hfternoonsa week, . e T

Procedure: Any child congidered for participation in the plrygroup

should be discugsed with the Educntional Aide nrinr o
attenbdance. : '




¢. Therapy
Purpoge: To provide oﬁgoing direct therapy in the areps of Sneocch . oy
and Language Therapy, Physical Thernpy and Occupational
Thérapy. v
Procedure: When evaluation indicates that ongoing therapy is
cppropriate, staff members will assist nparcnts in .«
- obtaining those services.

Due to the limited avail&biliﬁy of therapists time, .
ongoing therapy cannot be provided on a regular hasis ) :
through I.DOCO T

A1l other community resources should be explored prior
to considering therapy at tha Contor. If it cannot bo
obtained through another agency or a-private thorapist
it mey be provided at the Center.

Each case is evaluated individually by tho child's Primary
Person and the individual therapist, based on naed and
availability of therapist's tinme.

. Q A, Child Chre Servicés —..

Purposes Child Care Services are offered~to reduce the probleme often .
encolintered in finding someone to care_for a child with ’
special needs/and or siblings of their family.

Procedure: 1. This is offered by I.D.C. clients on o short ter

bagis only and must be prearranged. Prior notice is o

expected unless it is an emergency situation. It is -

carried out by a C.E.T:1. worker under the pupervigion

of the Education Specialist. The inclusion of these

children in the cleasroom is at the teacher's discretion.

2. Bobysitting will be provided during the hours of 10:00
Bolly, to 1:00 p.m. .

3. Famiiy Srvport Therapy

Purpose: To provide short temm intervention in the aree of nmental

. health to the families and children of the Iafant Development
Center,

Procciure: A4 referral tb the Fanily Support Specialis* may come
directly from the client, through the primary person .

working with the fanily or the staff nerber naking the
initial home visit if it is a now client.

‘ )

13




5.

The services may vary fron one time crisis phone calis to
several visits ii: the client's home, depending or the
« consultants assessmont of the families needs.

If a need for on 1g supportive mental health services
is identified tH& Fanily Support Specinlist will assist
tho fanily in identifying appropriate services and in
nmaking the initial coritacts if warranted.

L, 'Assisjance to Other Agencies

Purnose: To improve the quality of services being provided to young
- developmen cally delayed children by sharing information, .
and by closely coordinating services with other agoncies
serving families and young children,

Procedure: With parents permission, evaluations and individual progran
- suggestions in the areag of Speech/languago,,Occupational
Therapy, Physical Therapy, Psychological and Fiucational,
nay be provided for preschool programs who do not have those
services, : ) -
. . ‘ Follow up consultations to assist in carrying out progran
. recommendations will be done if requested by the referring
: . ageney,
Inservice training may be provided to agencies to address o
specific program area or to provide an ovorview of I.D.C.
services and philosophy.

When possible I.D.C. therapists serve as rombers of rulti- o
disciplinary ocvalunation teanms within other cormunity agencies. ~

When approﬁriate, staff nembers of other corrmhity agencies
- : ~are invited tc attend I,D.C. inservice training prograns.

D.” Progran Planning
1

1. In%ake Confercnce
Purposég To review all available information on each ckild referred.
. | To assess the necd for I.D.C. gervices.
To assign a Primary Pereon.
To make initial consultation and/or program recormendations.
| Procedure: An intake conference wililbe held weekl;. . The Director,
. : Progran Coordinator, OCutreach Coordinator, Social Worker

and any additional staff momber who has gseen the child
noke up the intoke tean, ’




/

L11 ovailable information eoncerming the cnild./is reviewed.
This should include socizl hisfory, scroening results, and a
brief Cescription of tiie concerns and scrvices hoing .
requested by the farmily and any agoncy presertly sering

the child. .

If 1.D.C, services arc not deternined to be apmrapriate an’
atterpt will be nade to identify a morc appropriatc resource
for the parents and/or referral source.

i Primary Porson will be nssigned to the fanily.

The child will be place’ on the waiting lis% for ary
appropriate evaluations ond/or consultations.

The Progran Coordinator is rosponsible for completing the
Intake Summary and distributing copies to staff merbers who
will be responeible for carrying out ony recormendations rnde.

2. " Consultation

Purpose: To screen and identify children who need a comprehonsgive
evaluation,
\ .
To provide interin progren sugges'tions until coplete
evaluation nay be done.

To previde progran review and uvpdatos betweer ovaluntions.

Procedure: Consultations are provided by the Speech Therenist,
-Occupational Theranist, Physical Therapist, Elucational
Specialist and Psychologist. o
They nay be requested by the Priiary Person, or tho child's
fanily os the need arises or nay be schedulel on a regular
bapis to provide ongoing progress reviews and progra: updlates.

7 ‘Congultations nay be scheduled at the Center ¢r in the hone.
Consultations usually involve one visit by a single therapist.

Obgermtions and recormendations are discussed at the time of

the eonsultation with 2 written report being sent out later.

A parent conference is not scheduled following the consultation

althrugh a second visit noy be planned when appropriate.

3. Ivaluation

Purpose: Ton describe the quality of performsnce to distinguish o delay
‘ froa a disorder.

. To develop individualized progran recormendations.

o To docunent the need for therapeutic intervontion,

15




Procedure: Evaluations are provided in the areas of ~.ccupational
and physicel thorapy, spoech thorapy, cfucation. and
psychology. .

A porent conforence is scheduled two wecks following the
evaluntion to review findings and develon a profra: nlan,
The conference includes parents, evaluators, prinary person,
progran coordinator and when pogsible renreseriatives fro-
: . other agencies involved with the child,

The Progran Coordinator is responsible for chairing the

parent conference, completing the Conferenco Report/Prorran
~Plan and meiling copies of this with the ovaluntion to.a&ll

collateral contacta., Parents will -roccive a copy o the
report at the time of the confarence.

Evaluntions and parent conferoncos ave scheculed by the
secretory at/the requost of the Prima:v Person. I o poarent
confer 18 not to be scheluled or if the DPri-ary Person
wants To roview the evoluntions with the parents befare tho
conference this ghould be incicated to the gocrotory when the
evaluntion is requeste. If the rciorts are to be reviewed
‘ with the parents first, threc weeks should he allowbd betuoen -

-

the evaluntion diil the conference,

!

4
L. Develop—ental Asgessnonti

5. Casgo Conferences

Purpose: - To provide a lvarnirg expericnce for staff ne.bers by sharing
ideas about working with a particular chil?. '

'To provide tho primary person with input fron staff not
- involwed with the child on a regular basis.

To review the status of tho cnse and re-evaluate prograi noe’s,
Procedurc: Case conferences will be held once a —enth at the voekly
gtaff neeting.

dny staff nenber who hos boen involved with the child or
his fanily should be propare® to discuns their involveneont.,

Case conferences nay occur at the roqueat of the Pri-npmr
Person or the Manogenent Tenr. ’

Tho Primary Person is roomonsible for corpleting the
Conference Report forn and placing it in the child's folder,

v
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E. Inactivation - Followwup

Purpose: 1. To specify a case no longer receiving services from I.D.C.
for the following recsons:

a. Other progran filling necds
b. Parents do not vant servicesn
c. Evaluation needs only

d. Moved out of catchnent area
e. Death :

2. To provide spccific follow-un procodures on ci.ild,

¥ 0

Procedure: The primary person is resnonsible for filling cut the
Inactive forn and advising the parente to nel:e contact with
‘I.D.C. if services are needed ot a later time. If paront
does not contact I.D.C., it is advised that the primary
person contact the parent three nonths after inactivating.

The secreQary renoves the card from relader anc placos
child's records in-ina ctive file,

‘.
e

‘ Tine Franes: Inacfbi've report is {illed out onc weck afier innctivating child.

Throe roaths after 1nact1vut1ng erntoct should he nade writh
parent to see how child is doing. A note of conversation .
should be added vnder follow.-up. :

F. Record Keeping (See sample for:s at end of section.)
Purpoge: to have a -conciBe. ongoing record on each child,

.Responsibility for aétting up file, sénding for recordg, filing
reports, and logging inconifig reports is that of the gecretaries.

Prinary person is responcible for ongoing progress reports and
chronological surmary. :

Progran Coordinator is responslblo for intalte conferonces and Leau
conference reports,




Forns I.D.C. Center Log
Purposge:

To have statistical information .
To cross check recoxrds,. cardex, ete,
’I‘o asgess tine fremes of cases

then new referral cones in, secreb'u'y adds nane, D.0.B., a%drean,
referred by and date, probloms or reason for referral to log.

Inltle.l hone visit and date, date of intake conferencae, prinary
person asalgned to casc, type of prograil, and any comments will he
filled in at Intake Conferenco.

Vhen & case is J_nactlvate&, rol! star is put in colum nevl to
child's nane.

&

’

Forn: Referral
Purnosea

To prov:Lc‘o an identification sy ben whick is eas:.ly accessible ¢
-to fa.a:.llee and the cormnity. v

To provide & docunentation - procedure which 1ear1e o a gyrtematic
and pronpt response to the requeat for services,

Procedure:
Referrals are accented on any cbild birth to 5 yenrs, suspected of
developmental delay fronm York or Glmbe"land Count;y ‘Toforrala are

- algo accepted from Child Development Workers in Rogions VI gnd ¥ €or
evaluations and progran sasistonce.

Referrals are accepted fron parents, individuals, or agencies concerncd
with thé child., If it is an agoncy referral, tho agency is expectec to
digcuss thé referral with the fanily before we iake the initinl contact.
Referral forns niy bho conpleted by eny staff nember, nrinarily tho
secretary.

It is logped (gee copy) by the sccretary and piven to the Social Torkor
to determine whr nakes the initial hore visit.

=



10.

Form: Applicant History
Purpose:

To obtain record keeping information, medical information,
developmental nilestones in gross motor, speech and langmage

ond social/enotional developnent. To provide parent with the
opportunity to state their concorrs for tHeir child and expross
their expectations of the Infant Development Center. Form to bo
conpleted by paront when possible or person mokking initial
contact, withid two weeks.

P

Forng: Juthorization for Release of Tnfornation To I.D.C.
duthorization for Release of Clinical Irformation From I.D.C.

' Purpoge: '

To ensure parentol permission for services, as woll as perziigsion

to obtain and provide infornatiom to collatoral cuntacts. Parents

as well as distribution of their child's rccords,
Signed Release of Information forns are to be place” in typing box

and secretary will send for appropriate records. If ~-ly updated
records arc being requested, he gure to note that. '

TFornse: Additionai Coneent
' Photograph, Field Trip Pernission

Purpose:

To ensure parental congent For ciw +musual activitics i.e. photographs,
field trips, otc. Forms should e signod hr logal guardian prior to
activity.

v

Form: Initial Home Visit Reporth;
) o
Purposge:

L, [psess need of services.

B. Faniliarize parents with the progran.

C. Discuss parents concerns for the child and their orpectations
of the progran.

D. Completion of the appropriate permission forms (attachod).

E. Observation of the child in gkill levels.

I, Corpletion of Denver Developriental Screening Test as sppropriato.

’

A narrative roport of the visit is then placed in the child's file.

[

Initial home visits are primarily done by the case worler, who is
respongible for filing the report. '

Initial contact and home visit will be done within ten days whenever
possible, -




‘ Forn: Intake Sunmary Sheet o . : |
’ - Purpose:

~ To record results of intake conference which is held to éeternlnc
the need for I.D.C. services for each child referred, to assess
all available informdtion, and assign primary person. .

- Attendance: Director, Progran Coordlnatore, Social Ubrker, any
additional staff menber seeing child, -

- Referral higtory given (name, address, D. 0.B.,- referral dato,
initial visit date (who made it), referral source, reason fnor
referral, attendants at Intake Conference, date of Intake entercd
in log, br1ef sacial history.

~ Intake results reported at staff conference.

~ Intake report forn completed by Progran Coordinator.

- Persons to receive copies of report to he noted at botton of report,
such as referrsl agent, parent, etec.

- Intake conferences w111 be held whenever noaelble wlthln three weeks,
of referral. o

8

+ Form: Chronological Sunmary of Activity Sheet

Purposes
‘ To prov1de a brief chronologlcal history of activities and/or contacts
‘ © fron initial referral through inactivation of child. Any steff person

interacting with a child is responsible for a brief notatlon at the
time of occurence in the child's file.

-

&;
-

Forn: Correspondénce received and sent
Purpose:
To keep a record of all requests for information*, date infornation

received and any other correspondence. The Becretcry keeps thin
record, .

¥Forn letter to be used for general request for information.. Uhen S

requeetlng only updated information, & specific letter should be
sent in order to avoid duplication of past records.

Forn: Conference Report/Progran Plan

Purposes:

1. To develop and rocord & plan to be used by the parent and
primary person when working with the child.
o 2. To share information between parents and ataff on goals and
: ' objectives which are set up.
3. To review and update a childls developnental progrun,

<

e -




The reponsibility for f£illing out the for: lies witirtES chairnorpon
of the Parent Conference. - It is then the res ongibility of the
primary person to take the Conference’ ReportProgran Plan to the
parent: for corments and gignature. This for: is then placod in the
file. . : ) "

Forn: Conference Report/Progran Plan _ 4
(To be held the second Fridoy of overy wonth%)

Purposes:

1. To be a learning experience for staff nembers by sharing ideas
about working with particular children: to obtain new ideas from
staff not already involved with chjild. ,

2. To review the status of a case in order to _indicate need such as
continuation of program or inactivating cese.

Hhen should someone have a case conferance' on a child?

1. If a staff nember is considering iﬂEctivating a child and the
child has been involved with the Center for at least three nonths.

2. Threec months after a child has been referred to the Center.

3. Case conferencing on a child by recormendation of the primary
pergon.

Forn:' Progran Plan |

Purposes: '

1. To develop and record a plan to be used by the parent ani
primary rerson when working with the child.

2. To review and update a child's devolopmental progran when thero
is no ‘scheduled evaluation and parent conference.

The Primary Person is responsible for filling éut %hé progran plan.
This forn is used when updating the child's plan evéry six nonths P
or shen a formal parent conference has not been scheduled for the
child. The Progranm Plans and Conference Reports are placed in
chronological order with Progress Notog and Evaluation/Consultation
Reporta. '

éf‘

Fbrﬁ: Progress Notes
Purposes:'

1. To nrovide narrative’recordinga of significant case events in a
chronological way. . 4 :
2. To serve a8 a narrative surmary for progress on the progran plan.

ghege progress notes are to be kept by the primary person on a ronthly
asis.

The Progress Notes are placed in chronological order with Fvaluati.a/
Consultation Reports, Progran Plang and Conference Reports.

< ’ ’
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13 e’
. Forns Developnental Assessmeny Report (not ineluded as samplo)
‘ Lurpose: |
! 1. To nssess o child's level of developnent, :
2. To obtain os mch information as possible prior to noking
@ reéomnendations.,
3. To suggost specific activities that will assist the rinary
person; child's fanily, and/or other agencics in naking progren
decisions that are the most suited to tho child's nceds.
Procedure: % , ‘ - o

<

Develcpinental Assessnents are'scheduled by the Progran Gocrdinator

and consist of testing end/or Sbservations dore by two or rore of -

the following disciplines: Physical Thorapist, Occupational Thoranist,
Speech Therapist, Education Specialiat, and Pgycholorist. Skill areas
included -in t@é asgessnent nay be gross notor, sensory notor, fino
notor, perceptual, self-help, communication, and concoptunl.

The fornat off the report will include: .

- I. Background Information ‘
II. Medical and Developmental Infurmation
III. Gross Motor
IV, Sensory Motor
V. Fine Motor & Parceptucl Skills
‘ VI. Self-Help Area
, VII. Social and Behavioral Skills
- VIII. Cormuniecations Skills .
IX. Concept Developrient & Loarning Skills
Z. Sumnary _
XI. Recormendotions
XII. Progran Suggestions

The roport is filled out by one of the ten™ nenbers.

Forn: Therapy Consultation Report Worksheet t
Purpose:

1. To'provide progran suggestions prior to evaluation, or instead of.
2. To establish neec for an evaluation. . \
3. To sot up a tine for reviewing irtervention techniques and handlins,

Fornat of report will include:

Corments including renson for consultation.
Obaervations ‘
Rocommendations:
Progran suggestions

. Report to he filled out by the consultnnt.

-




Form: Inactive Report

Purpose:

1. 7o apecify a cesse no longer receiving gervices from I.D.C. for
the following reasons: ’

a. Other program filling needs
+b. Parents do not want services
. c. BEvaluation ' ,zds only
d. Moved out ot catchment area
e. Death .
2. To provide specific follow-up procedures on child.
3. To remove card from roladex and place child's records in
. inactive file, . /

The primary person is responsible Tor filling out the form and advising
the parents to make contact with I.D.C., if services are needed at a
later time. If parent doeam not contact I.D,.C., it is advised that the
primary person contact the parent three moqths after inactivating,

Time Frames:
Inactive report is filled out one week after inactivating child. Three |

months after inactivating contact should be made with parent to see how
child is doing. A note of conversation should be added under follow-up.,
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A ) * REFERRAL FuHR ' :
‘ INFANT DEVELUPMENT CENTER o \
629 Westbroaok Streat : -
South Portland, mgiﬁe 04108
773-2928 . “

Datas

Neme of Child’ . ' . Birthdoto

Parents Name and Address Talephone

E

Bricof description of problem or reason for roefereal, agencies gggving tha chilid
(use back of form for additional information) .

Paront is aware of this referral oy

Parent will contact us

Parent wishes to be contactgd

Referring Agent wishes to be contactaa

Reforring Agent

Address and Phong

o

Relationship to Cliont
Form complietod by

20

Please use back to write diroctions to the home or attach horowith

:L;g, ;?f?




INFANT DEVELOFMENT CENTER
APPLICANT'S HISTORY

. o

Néme: D.0.B. Age:
Sex: ) Foster child/adopted: - Social Security # —_—
Legal Adﬁres&: \Q .
(%treet) (Town) v (Zip) (Counry)
Mailing!Addéess:
(Street) (Town) (Zip)
.
- PAMILY -
Mother's name: . Phone: .
Address:
i Place of employment Phone;
Eathér's Ngme: 7 Phone:
Address: | : -
. . ' Place of employment: . Phone:

Brothers and Sisters in order of birth with birthdates and any problems:

i

- HEALTH INFORMATION -

Child's Physicianc

Date of last medical exam: : ' Dental Exam:

- List any medications the child is bresently taking and any éi&é‘éﬁfegts you have
observed: - B T

.

Are immunizations up to date:




e

‘ Api)licant's History:

Hosx;italizations/Emergehcy room care: (please give dates, hospital and reason o
for»'vieit)

%

- PHYSICAL DEVELOPMENT -~ °

Does your child: hold his head up _crawl sit alone . stand

———————

walk feed self: fingers/spoon drink from cup

. " 75 your child ‘toilet trained: bladder bowel
Does your child have adequate balance - coordination grasp .
chewing/swallowing

- SPEECH/LANGVAGE DEVELOPMENT -

-

Does your child: respond to sounds respond to speech babble
use jargon vocalize for pleasure use gestures
imitate speech use words use short phrases

use complete sentences follow simple dire‘ctions-'

N Did your child begin babbling/talking and then stop?
Describe the reaction of family/peers to your child's speech
Is your child aware of his speech problem?
. . . ‘ o
. __ Does his/her hearing appear adequate Does itﬁ’vary?

Ve 28




®

Applicant's History

- SOCIAL/EMOTIONAL DEVELOPMENT -

Describe your child's: Favorite toy/activity

L3

Interaction with adults:

Interaction with children:

W

. ‘ . Attention span:

a . *

Response to discipline/limits:

Any unusual behaviors:

Who cares for your child: Days__ "~ ' Nights

Is he/she enrolled in dﬁycare~or preschool program? - V , o
' - : (Name of program)

List any special tests or evaluations your child has had:

Please list ény other agencies currently ‘seeing your child:

B

Ay

vie 29 7




Applicant’s History ~
. | : - PAMILY"S GOALS -

What changes in your child's béhavior/devglopment would you like t¢ tee occur?

- . ] By

. w

P N ]

How can we heip -you make these changes?

!

—_ —_ [
e .
——

Date: ' Person completing form .

°

Relationship to child




AUTHORLIZATION FUR RELEASE UF
CLINICAL INFORMATION FROM
' INFANT DEVELDPMENT CENTER

I,

» do hereby requsst and

1

-

authorize the Infant Ugygjopment Center to furnish

»

- with an abstract or such Anformation from the records as is necessary for the

purposge of:

p—Y [P -

1 do hera;y release Infant Development Center from alllliability.agdfall
,c;aiMS pertaining to disclosure of this informapion. It is understood that
~this information is confidential and is authorized to be furnished only for the
purpose stated above and is to be used for no other(burpose and by no person :

or agency other than the one(s) stated in this consent form.

0

The purpose of this consent form and the intended use of information obtained

under it have been explained to me by

Lommentss

(]

(Date) h (Signature of parent or guardian)

>
)

(Specify Relationship

N ' b

L

{Nitnessejlsyﬁ

T

|
|
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ERIC

Aruitoxt provided by Eic:

+ " AUTHORIZATION FOR RELEASE OF INFORMATION
10 1NFANT DEVELOPMENT CENTER

I, do herety request
and authorize any hogpital, rhysician, or agency who has atiended

' - to disclose to the In‘ant
Development Cenier upon reguest any and all informalion with respect
to any illness or injury, medical history, consultation, prescrirtion
or ireairent, and cories of all hospital or medisal records.,

. B

I do herety release any hospital, agency, ard/or attendin~ physician(s)
from all liability and all claims pertaining to disclos  of this

information.
* &

ic copy of this authoriration shall be ronzidered as effect-
ve and valid as the original,

I understand the purpose for ihis ronsont form ard understand that
any information obtained by the Infart Development lerter will be used
only in connéction with services rendered to ¥

at the Infant Development Center.

Please list any clinics, hospitals, agencies, or physicians who have
seen this child and who you would like us to contact for records or

information.

L3
L3
Vi .
{Date) . (Cignature of parert or guardian)
- 13
\ A ~
{¥itrens)- ] ] Alpecify Yelationship)

s

AN 52, | .




- v ' Date

@

lufant Develepment Center
629 Westbrook Street

South Portland, Maine 04106

has my permission to accompany the Center staff

on ail field trips (you will be notified in advance).

12

v

Signed




°

PERMISSION FOR PHOTOGRAPH(S)

TO INFANT DEVELOPMENT CENTER

Date:

I, - -, ~, hereby give pe:miésién for

o

- . « ~(relationship)

(name) ~
to be photographed while engaging in the Infant Development Center Program;
either individually or in group; with photographs to be used for theé purpose

\ .

: o <
of informing the public of the activities at the Infant Development Center.

Signed:

UL 5%4 ’ :.




INFANT DEVELOPMENT CENTER
629 Westbrook Streetr

South Portland, Maine 04106

Telephone 773-2928

I GIVE PERMISSION to the Director of the Infant Development Conter to

have qualified staff members provide services to

. These services may include home visits, center

based programs, therapist consultations, and/or evaiuations.

The;generél nature of these procedures has been explained to me by

" Date: -

(signature of parent or guardian)

Witness:

(specify relationship)




JWFANY DEVELOPMENT CERTER
NAME ' ' D.0.B.
Initial Home Visit Feport ==~~~
)
-
!
i
4
f
-l 36




Nane:

Ny
D.0.B.s
Parentas

Address:

FPhones
Reagon for Referral:
Initisl Home Vigits
Intéke Conferegcez}

Recormendations:

o

Primary Persons

Collateral Contactas

i

INPANT DEVELOPMENT CENTER
629 Weatbrook Strect
South Portlond, Maine 04106
Telephone 773-2028

INTAKE SUMMARY
Referral Dates

‘Referral Source:

Addreas:

Bys

Presents

~ Yy, 3 )

<3
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Infant Developuent Center .
Chronological Summary of Activity )
i i
' b}
Activity - Staff Date A Activity 3¢a
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0
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Infant Development Center
' . Correspondence Received & Seat
Sert to Received from bate Tyoe
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INFANT DEVELOPMENT CENTER
CONFERENCE REPORT - PROGRAM PLAN

-sl. R W

" aforence Date:

Name:

!
, b
#ry Person:

D.0.Bs: - Physician:

~ticipants:

LS.

1entcs:

se of Program:

Review Date:

‘ cents Signatura:

5y of reports to:




‘I. ' INFANT DEVELOPMENT CENTER
629 Westbrook Street
Scuth Portland, Maine 04106
Telephone 773-2928 _ o

PROGRAM PLAN

Name of Child:

i BD: .
Pareat/Guardian:
’ Primary Persoa:
Home Program/Centef Program (circle) , -
Contlcts:
‘Latest Evaluiation: .

 State briefly goals in the following areas:

4 ' ‘ 1. Parent Information: - .
2. Self-Help Skills:
3. Fine Moto; Skills:
4 Gross Motor Skills:

3. Speech/Language:

6. Pre-academic Skills:

7. Socialization (Interaction with other children}

Parant Signatu:e < e




INFANT DEVELOPMENT CENTER ,/

@ . NAME — ~ D.C.B. o

Progress Note




INFANT DEVELOPMENT CENTER
INACTIVE REPORT

CHILD"S NAME

DATE & REASON FOR REFERRAL:

BRIEF DESCRIPTION OF:

A. TYPE OF PROGRAM CHILD RECEIVED:

B. REASON FOR INACTIVATING:

- C. INFORVATION GIVEN TO PARENT WHEN INACTIVATING CHILD:

D- FQLLOW-UP | Ny

Dale |

D.0.B-




SEGTIbTI IIT - STAFF POLICIES

A. Orpanigational Chart

15.

Cormissioner
HMontal Health & Corrections

| Director, Buresu of
'l Mental Retardation

/

‘ Infant Development Center
’Wanager

Mental Health Tvk:orker (MHYT) v

Mental Health Worker (MHW) III

Occupational Therb.pist II
Physical Therapist II

| ii?duca,tional Specialist I
Custodial Worker II
Glerk 'l‘yplst IY

2 OETA Teacher Aides

2 Foster Grandparents

4 Work Study S;tudenta

2 Ghlla Development Uorkers
\ Mental Health Vorker II's

(VIR

i '{ Ragion {l

Grant Staff

Mental Health Worker (MHW) IV -
Grant Coordinator ,

Speech Thernpist I /

2C.DJW.'s - MW II's
¥ Clerk Typist II

\

Consulting Psychologist




B, List of Current Pei'sonnel

I.D.C. Job Descriptions

Center Director -

Outreach Coordinator

‘Progran Coordinator

Special Education Coordinator
Social Worker

(hild Development IJorker
Physical Therapist
Dccﬁ_p@i;ional Therapist
.Speech Ihempis;:

Fanily Support Specialiavt
(contractual)

Pgychologiet (contractual)
Education Aide
Secretary

Custodian

16.

Stote Clasgification

Developnental Disabilities Conmumity
Center Manager

Mental Retardation Services Coorainator
Mer'tal Health Worker IV

Education Specialist I

'M.R,_ Caseuorker

M.R. Child Development Worker

Physical Therspist II
Occupational” Therapist II

Speech Pathologist I

Teacher Aide I
Clerk Stenographer III, Clerk Typist II
Custodial Worker I

L g5




C. Job Desncriptions

Director of Infant Devélopnent Center

Classification: Developmental Disabilities Center Manager

Role: Responsible for overall administration of. Center, soetting goals and
objectives; staffing: developing budget and grant sources: coordinating
servicgs with other public and private agencies. o

1. Defines goals/training objectives/monitors policy/precedures to earry .
out objectives based on analysis of progran needs and knowledge of .
programn; plans/directs/gupervise’s verformance of professional staff. .

2. Reviows case records, asks questions of suborrinates: discusses
problens and possible solution in case; suggests altermative plans
of action based on Imowledge of human problems, available service
resources, and the specific worker's capacity to provide services.

3. Evaluates/assesses client outcomes, procedures, costs/benefits, status
of equipment, spesking with staff/client when necessary.

‘ 4. Deternmines funding sources, gathers/compiles information about budget/
. supplies/equipment; outlines needs s progran goals, service delivery
nechanisms, requirenents.

5. Turnishes/exchanges information with Bureau Director/Comnissioner,

collects/arranges personal services expenditures/information on
appropriation spending. “

OQutreach Coordinator \ ’ ' )

" Role: Provides supervision and coordination of home baged and outreach
- ‘ prograns, ' :

1. Acts as member of Managenent Tean (Responsibilities are outlined in
, Monagement Tean guidelines). '

2. Investigate funding sources and volunteer persommel to expand
Satellite Centers, including the development of parent directod

play groups.

3. Act as supervigor for Cageworker and Child Development Uorlows.,
This includes: 1) assignment of initisl hone visits; 2) assigniont
of casesy 3) mmaintaining waiting list for home prograns when
necessary; 1) acting as chairperson for weekly C.D.V. neetings.

. . k. Aet (with other I.D.C. personnel) as liaison to cormunity agenciea. )

5. Coordinate aud nonitor parent support groups. Jct as a resource
person for parent groups in the development of corrmmity workshops.

Q R




18.

O
L]

@oordlnate Satellite Center activities :mcludlng develoument of
contracts and lchedul:mg of activities.

7. Responsible for record keeping and wrlt:mg reports for grante to
Sutell:l.te Centers.

8. Attend weekly staff meetings and ingervice training..

9. Responsible for printing and distribution of I.D.C. Newsletter.

Prog;;a.a Coordinator

Role: To coordinate and naintain snooth operational procedures throughout
the Center. _ \ v

1. Acting Director in Director's absence. Rasponsiblé for day-to-day
. adninistrative functions.

' 2. hs a nenber of the EMT, be respbnsible’ for those tasks as outlined
in job deecrlptlon of EMT

- 3. Responsible for chairing porent conferenceea9 gather and distribute.
‘ evaluation reports.

4. Chair intake conference, prepare and dlatrlbute reports. Follow-up
on evaluation recomendat:l.one as stated in intake suwmary.

5. Organize ond implement progran ideas of staff ard EMT for in-service
training and work week

6. Prepare agendo. for staff rxeetlr\ge and Chnir,
T Supervision of Donestic, Clerical and Consultants, and thera.piete.

8. Hpintain linite& cagelood (no more than 5).

Special Education éonsultant

Roles To serve as a consultant for educat:.ona.l progrzms for children
recelvmg I.D.C. services.

1. As a member of the Executive Manngenent Teo.m, will follow responsibilities
as outllned. by EMT guldelmee.

2. Orgumze developmental classes which are held four times a week.

3. Supervise classroom staff,

. .k, Be aware of other pre-achool programs axnd cpenings they have for
developnentally delayed children.

5. Adct as prinary person for a linited ¢aseload of classroon chn.ldren to
o coordinate center-baeed progran with hone progran.

w U




6. Supervise recordkeeping on children in the elassroon.

' . 7. Complete educational evaluations and reports. Participate in related
' - parent conference and P.E.T,.'s when necessary. :

8. . Consult with Child Development Workers, parents and other pre-school
agencies for progran planning. ‘ . '

9. Participate in weekly staff neetings.

Social Worker

Role: To carry out an effective and comprehensive intake procedure, to
ensure nost effective progran is initiated.

1. Works clomely with C.D.W.'s as part of Outreach Tean.

2. Be responaible for iutake procedure of all new referrals.

3. Be responsible for linking and referring children not to receive _
direct services:thru I,D.C., and act as primary person for children.

4, Function as cormunity resource person in areas such as SSI, health care
issues, AFDC, etc. to familins and staff. '

‘ 5. Attend weekly staff reetings.
6. Moot with the C.D.W.'s routinely every other month for professional

developnent.

Child Developrment Worker

Role: To facilitate and maintain a home-based progran for children.
‘1. Identify children with special needs.

2. Will work with indivicdual children with developmental delays, birth to 5
yedars. '

3. WVill work with individunl parents and fanilios (zmodeling, education).

Lk, Will act as advocate and referral agent for the child and family with
other agencies e.g. Speech and Hearing, Counseling, Pre-Schools, Day Carw,

Public School.

5. Will act as a liaison between the Infant Developrent Center and home,

6. Make follow-up visits to the home and other agencies to insure that all
needs are being net.

. 7. EKeep individual case records on each child. N
.. 8. Establish and support (integrating with other rarents groups

participating in Infant Development Center Parent Group, etc.) Satellite
Parent Groups and Infent Development Center Parent Group.

ERIC vy 48




_VAkéjwwﬂdvocate,for prograng which do hot exist in corrmunities for young
children with developmental delays.

10. Develops progran plen with other proféasionals regarding evaluations,
follow-up and home program. o

4

11, Attend and pdrticipate in weekly staff meetings and in-services at the
Infant Development Center.

12, Participates in parent conferences,

Occupational Therapist

FPhysicel Therapist

Speech Therapist

4

Role: To serve as consultant/primary person to children involved with I.D.C.
requiring specialized services. -

1. Act as primary perébn for a liniteq caseload.

2. Ongoing consultation to the Infant Developnent Center based staff in
both general and individual program development and inplenentation.

3. Complete evaluations and reports. Participate in relnted parent
‘conferences and P.E.T. meetings. .

4, Provide consultations to Child Development Workers,(I.D.C. and B.M.R.
regions IV and VI), parents and other pre-school progrons.

5. Provide direct therapy in cases of exbeptional need, when there is no
other source available. : '

6. Provide in-pervice training in related areas.

7. Attend weekly staff meetings.

0.T. A1l of the above and the following addition to item 7#1:

a. for children who primarily require occupational therapy services.

P.T. All of th  above and the following addition to iten #1:

a. for children who primarily require physical therapy services.-

S.T. A4ll of the @above and the following addition to item #1:
, a. for children who primarily require speech therapy services.

Screen children who require intensive therapy and coordinate services,
for those children with clinies or schools. :

vLe 4§
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Fanily Support Specialist

Role: To provide supportive mental health services to the fanilies of the
Infant Development Center and act as a Consultant to staff,

The functiond of the consultant will be to:

1. Consult with steff on referrals and beccne familiar with important
historical background.

2. Maoke home visits, essess family needs, maintain caseload.

3. Develop appropriate program, implerent, monitor progress, evalunte
results and plen for change.

4. Write reports and provide information to appropriate staff,

5. Consult with parent support groups - work closely with Progran
Coordinator in assuring on-going, constructive support nechanisns.

6. Be well-informed of current resources in the cémnmity vhich could address
- the mental ‘health needs of the Infant Developrient Center population.

7. Meke referrals when necessary and try to establish working relationships
with personnel from other agencies.

8. Engage in follow-up and long-range needs of clients.
9. Attend training sessions which address current issues of mental health.

I0. Assist in other areas as identified by the Director of the Infant
Developnent Center.

Work with Staff in areas of:
- Ideritifying and recognizing mental health issues.

- Dealing with varied levels of mterventlon into mental healith issues
of clients.

~ Evaluating each caseload to deternine if and when a referral should
be made,

- Consulting on partiéula.r case studies,
- 02fering needed support to staff when rorale is low.
Q
- Coordinating leerning experip:{cea’ through other prograis.

-~ Meet with Consulting Psychologist 2 times per month.

17,




Psychologist ' ' )
Role: To provide psychological assessments of the Infant Developnent Center

l.

2.
3.

L,

Meet with Manager quarterly.

families and consultation to staff. S
Pgychological Evaluation on children. Asmess emoticnal stability of

. fanily.

Participéte in parent conferences.
Coordinate case management with pr.i}:xa.mr person.

Initiate and arrange conferences with appropriate primary staff aftex
any evaluation or consultation. To be held no later than 2 weeks
following evaluation. :

v

- Consult with achools and agencies involving psychological issues of

fanilies. .
Reports on Psychological Evaluation completed in a tinely fashion.
Provide regular consultation ( 2xmonth) to Fanily Support Specialist.

Provide short-term privary intervention to parents and/or families when
necessary. '

\

Attend staff meetinpgs when relates to péychological‘iasues end/or upon
specific reguests of Program Coordinator or Manager.

Edueational fide

Role: To inplement center-based educational progran,

1.

Develops daily activities which assists in teaching/training pre-school
age developrentally delayed children in gross/fine motor skills,
socialization/play skills and self-help skills. .

Plans time schedule, space utilization and progra: for play therapy
groups four afternoons/per week,

Inplenents specific prograns designed by Ecducatioral Consultant and
therapiste for individual children in each group.

Responsible for developing Activities Sheet designed to mect clessroon
children individual needs. :

Surmarizes relevant data on each child and presents data to staff
involved with the child's home progran. :

erepe individual progress records on each child, participates in parent

conferences as eppropriate, to assist in developnent of program plan.

- t)l A
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Apsiste in selecting and ordering eduoational materials for the
¢lassroon. :

Supervises the children participating in the swirming progran.

" Maintains waiting list for classroonm as designated by Education

Consultant.

Attends end participetes in staff meetings and in-service training

. at the Infant Development Center.

Directly responsible to Educational Consultant.

Responsible for Child Care Proéram.

Clewl Stenoprapher III.
Cleri: ist IT

’

' Role: The purpose of this pogition is td provide clerical support to the

Staff at the Infant Development Center that are tasked to provide
early intervention linkage to meet the needs of clients in rural
areas that are referred to these professionals.

Types case progress reports/transcribes standard forn letters/letters

of memorandunm in answer to incoming correspondence of a routine nature,
upon request of supervisor; in order to prepare corresmondence for
review and mailing/routing/receives, routes incoming calls to staff
nenber requested by caller, eliciting information necessary to

ascertain proper touting; in order to emshle the caller to complete call.

Files individual case folders in alphabvetical order in office files,
using own knowledge of standard f£iling procedures; in order to
maintain case files in a manner that allows ready reference and
retrieval,

In charge of figuring and typing of time sheets, travel expense formg,
vacation and sick leave status forms for Staff/ordering supplies for
office and kitchen fron Augusta/use copying machine and delivering wail
‘to Maine Youth Center daily/greeting parents as they arrive at the Center.

HMaintains hookkeeping, invoices, requisitions and receiving repor‘ta for
supplies for I.D.C.

Schedules evaluations and perent conferences in conjunction with
Progra:n Coordinator.

Preperes children's files for schedule of evaluation and parent
qonfermcg. )

Lttends and telkes uinutes of idvieory Board Heetings, transcribes and
nails to board mehers. : ;

Responsible for all other clerical workers.




Custodial Worker I

Role: ‘To ensure sanitary conditions in the working environments.

N ﬁé.sic Duties:

1. Aeppisting with prepe.mt;on’;f Iunches for those of the children who
have brought none. —

2. Dishwashing - twice daily.

3. Prepare.tién of coffee for Staff amd visitors and eveming z;eeti.ugs at I.D.C.

i, Washing soiled linen - usually three tines weekly.

5. General cleaning - enptying wastebaskets, taking out trash, clean and
digenfect bathrooms daily. Thorough cleaning once a week, i.e. mop

floors, vacuun whole Center, dusting.

Other duties:

1. Ordering and delivery of food supplies from Maine Youth Center twice
weekly and at I.D.C. through office (along with needed cleaning
supplies and surdry items - once weekly).

2. Ordering of soap, paper towels, toilet peper, light bulbs, and
pamnpers through office at I.D.C. - usuelly every 2 weeks,

Projecta:

1. Ensure safe peassageweys and prevent umnecessary clutter,

2. Rotating basis be responsible for major cleaning projects.

I\Ion-houéekeeping dutiess ‘

1. Should both secretaries have to be away fron the office, housekeeper
ﬁ:}{e};:aa:aked to answer phone and handie ‘reception of visitors and

2. Should classroon "sitter" have to be away from her duties, housekeeper
ney be asked to assist (temporarily).

3. Meets monthly with program coordinator. d
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SECTIGH IV - PARENT GROUTS .
The purpoae; of parent groups is to provide a support for fanilies with
young children by faciliteting fanily growth end agtability,

S

~.

4. Main parent group
- Membership consigte of all parents interested in young .children
- Held the third Thursday of every nonth
- Provides guest gpeakers, training in behavior memageient, fide ° .
raising events, socialization, eupporting projects for the Center
(volunteering ir renovation) :

= New laws in regards to pre-school - inforn parents o

~ Presgident, Chairpersmﬁ Treasurer, Secrvtavy, Hewpletter Editor,
elected each September

~ Support for other parents
B. Satellite Parent Group

~ lenbership consists of parents interested ih young chileren in 4ho
rural areas

- Held at least once a month i

l
v

~ Provide the rural towns with a support systen for parenis of
young children

-- Staff from I.D.C. works as a general support hut groups ove
primarily initiated and run by themcelves . :

- Halkea Staff from i,D.C. and the outlying commmity mware of the
- " -
needs in that parwicular area in regaxds to the pre-school

C. HMeusleitter
« Uritten by the parents
~ Covers all the groups (main parent group and satoliite Centow Froups )

- Cones out once a nonth

- Sent to anyone interested in young childron

<
.’l)
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" Parent Gvoup .- Guidelines

Heeting the 3rd Thursday wmorning of every month

Officers: President
Program Chairman
Treasurer
Editor of Newsletter

A1 officers are elected at a monthiy neeting by majority vote. Thig
neeting-to-be held -in Septerber. '
The duties of the elected officers are:

‘President -

to run the business meetings in an organized ramner and plan the
agenda for meetings with the progran chairman.

Propgran Chairman

to enlist the aid of parents and staff to plan topics and ppeakers
for meetings, to plan the agenda with the president fer neetings

éecrehar{r' B

to kéep_a written record of the neetings and report on then
during the business meetings, to send out all letters of
correspondence that the majority; feels wecessary.

Ireasurer

to take charge of the bank accounts thet the group hasg and to pay
all bills that the majority votes apnroved of.

Edifor of Neﬂslefter \ 7 *

<

to gather information fron the other elected officers and compile
a nonthly newsletter, to make copies end mail out the newsletter
with the help of the other parents.

Cormitiees

telephone connittes
ylerbership comnittee

 All members will. help, vhenever they feel it posaible, o the
cormittees.

telephone comzittee -~ will telemhone menbers about neeting dates
end arrange for any refreshnents that are needed,




menbership comnittes - will write & note of welcome followed by a
phore call to all new or prospective members.

All officers will be elected for one Year or if they choose may rmm
again. In the event of a vacancy, a special election will be held.

General Guidelines

One meeting per month on the third Thuradéy;morning of each month and at
least six evening meetings per year will be held. This allows working
parents to attend.

Babysitting will be provided by the Center for norning neetings ané by
the parent group treasury for evening meetirgs.

A1l parents, relatives and friends o? children with special needs are
welconie to join,

Dueg t

Dues ghall be fifty cents per year - payable anytine during the year to
the treasurer. Dues may change by a majority vote of the nembership.
SECTION V — ADVISORY BOLRD - BY-LAS

The~ﬁ&visoryrBoard meets on first Tuesday of every month. Members

are parents of developmentally disabled children, pediatricians,
coummunity representatives, and staff.

Duties of Advisory Board

Article I, Nane ,
The name of the organization will be the Infant
Development Center Advisory Bonrd,

Article II.  Purpose .
It is the duty of the Advisory Board to advise the
Director (Developmental Disabilities Case ianager)
and his/her staff on the ongoing functions of the Agency.

Article ITI. TFunctions o
The Advisory Board shall review the Agency policy, the duties
and respongibilities of the Agency staff and formulate advice
to the Director regarding major issves. The résponsibility
for the formation of policy and Agency administration
resides directly in the hands of the Director, who is
ultinately responsible to the Director of the Burean of
Mentel Detardation and the Commissioner of lenmtal Health
and Corrections,




Organization of Advisory Board

a8,

e &2

Article I.

Article II.

Article III.

Artiele IV.

Article V.

Membership _ -

The Advisory Board shell be composed of no more than 15
members., There shall be no less than one and no more than 7,
two paid enployees from the Agemcy staff itself. There
shall also be no less than four members who are pavents

of children currently or previously enrolled in lgenmcy
programs. It is suggested that the remainder of the
Advisory Board membership include persons fron the following
areas: buginess, medicine, rehabilitation specialities,
education, human services adminigtration, Bureau of Mental
Retardation, or other persons showing interest in early
childhood intervention.

Term of HMembershi . ‘
HMembers sholl be elected for a two year tern, one. half .to

be elected in October of each year. Vacancies which occur - o
shall be filled by election of the Advisory Board for the
unfilled terms, by majority vote. A member may serve no °

nore than 3 consecutive terms on the Board.

Officers

The Advisory Board officers shall consist of a Chairperson
and a Secretary-Vice Chairperson duly elected. Iach officer -
shell serve in the same office no more than 3 consecutive
years.

Elections . :
The Advisory Board shall annvally elect e Chairperson and a
Secretary-Vice-Chairperson. - The tern of office shall be
Novermber 1st to October 3lst.

Chairperson and_Secretary-Vice-Chairperson ‘

The Chairperson shall preside at all meetings and shall
exercise such other powers as properly agcertain to ‘his/her
office. The Secretary-Vice-Chairperson shall preside in the
absence of the Chairperson. Subsequent secretarial duties
shall be delegated at that time. If the office of
Chairperson becomes vacant, the Secretary-Vice~Chairperson
shall succeed to the office. All other vacancies in office
sball be filled at the regular meeting by nominations from
the floor and elections. '

Infant Development Cemter paid employees are excluded from
holding office.

The Secrefary—ViceuChairperson will record all transactions
at regular and special meetings, be responsible for all
correspondence and act as Vice-Chairpersor. in the absence
of ‘tie Chairperson.




Article VI.

Article VII.

Artiele VITI,

Article X.

drticle XI.

Article XII.

2

Committees ,
The, following shall be standing committees of the Advisory
Board: '

1) Financial Affairs
2) Clinical Affairs
3) Consumer Affairs

The Chairperson, with the approval of the Board, may appoint
special cormittees which shall serve until their reports ave
accepted or the committee is discharged. Such committees shall
be dissolved when the purpose for which they were appointed hes
been fulfilled. ‘

The Chairperson will be an ex-officio nember of all standing
committees.

Notices and Agendas

The Secretary-Vice-Chairperson shall send to the members of
the Board notice of all regular and special nwetings by
meiling or telephoning the same to the members of the .
Advisory Board at least two (2) deys prior to such meetings.
Minutes of the previous meeting will be mailed to members.

The Infant Development Center will assume any costs incurred.
Records : ‘ o
The Secretary-Vice-~Chairperson shall record the subject
natter end svbsequent voting of ‘the Board at all regular
and special meetings. These records skall be kept in a book
in the Infant Development Center and shall be accessible to
any Board members for inspection. The Secretary-Vice-
Chairperson will preserve copies of correspondence to be
included in this book also. Notation of standing committee
nmeetings shall also be included. '

Regular Meetings ’

Regular meetings of the Advisory-Board will be held monthly
unless otherwise voted. Specific day of the week will be
decided upon by a vote of the majority. Meetings may be
attended by mon-meubers at the .discretion of the Chairperson.

Special Meetings

Special meetings may be called by the Chairperson or Director
or at the request of three (3) members of the Advisory Board.
At special meetings, only the purpose for which the meeting
was called shall be in order.

Quorum
A quorum shall consist of thoge Board members in attendance.

smendment of By.-Laws

By-laws may be amended by a majority vote of the .dvisory:
Board at a regular meeting, providing the proposed amemdments
have been presented at the previous meeting and appear in
the minutes sent out,




Mrticle XIV.

Article XV,

30. -

Article XIII. Voting -

Decisions will be made by majority vote with quoruﬁ{preaent.
" /

Advisory Board present.

Adjournmené of lMeetings '
-leetings ghall be adjourned upon a majority vote of the

Attendance at Meetings _
411 members of the Advisory Board who are repeatedly absent
from meetings shall be subject to review by the Board.

‘

General Procedures of Advisory Board

Article I.

Article III,

Procedure ' o

In performing it's duties, the Board shall act 18 a unit,
That is, all questions shall be settled by formal vote of
the Advisory Board in a duly authorized neeting.

Order of Business P
Lt the time the meetiry is called for, the Chairperson shall
take up matters of business in the following order:
1) Reading of minutes of the previous meeting
2) Comnittee Reports
3) Director's Report
4) 0ld Business
5)
6)

New Buminess .
Auy items not on the agenda that the majority
> of the members are in favor of discussing.

Robert's Nules of Order '
Robert's Rules of Order will be followed curing all
regular meetings.

3




"l’ ' SECTION VI - GENERAL POLICIES
A, Vbluﬁﬁeera

Purpose: Volunteers are encouraged to participate in the classronu/
playgroup prograns at the Infant Developnent Center to,
1) provide individusl attention for the chiléren; 2) supnort
for teachers and use .resources and gkills fron the corrunity.

The ultinate purpose of every volunteer is to help our
children, ’

Procedure: - L,D.C. volunteers serve at the request of I.D.C. staff
' and under the direction of I.D.C. persomnel.
| Coordination of Volunteer Services: The Progran Coordinator
and Education Specialist will be responaible fors:

Mointaining @ set of records inelvding nanes, adéresscs
and other pertineat information on all volunteers.

Uriting a year end report to be subnitted to the Conter
director,

Arranging for orientation neetings.
. : Arronging recognition events.

Categories of Volunteers:

Classroonr volunteers ~ volunteers who help children
individually or in snall groups under the guidance of
the classroor: teacher.

Tutorial Volunteers -~ Volinteers who assist children or a
one to one basis; under the guidance of the Education
Specialist, Oceupational Therapist, Fhysicnl Therapist and
Speech Therapist. ' :

Volunteers in special projects and on field tripg -
Volunteers who chaperone or field trips and assist in
special prograns such as Christmas Parties, parcnt nectings,
swimming, ete,

' Quolifications:

As an I.D.C. volunteer, you do not need a teaching
certificate or have specinl training., You shoul! have a
genuine interest in childrem, a feeling of comritnent to
your volunteer activitics, regular attendonco, the arility
tn cocperate with T.D.C. personmnel, flexibility, and good

' v health. i
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A valuable voluntcer is one who:
Knows and conforns to I.D.C. regulations.
Is punctunl and depecndable in attondance.

Wotifies the volunteer coordinator when he or she |
will be abaent. : .

Accepts the tosks givon by tho staff neitber.

Knows the volunteer's relationship to staff members is
one which requires nutual respect and confidenco.

Realizes that I.D.C. records and the felationships
between staff menber's and children are confidential., -

B. .General Policy & Procedures

The purpose of general policy and procedurc statenents is to provido
general information for those who work at, or visit the Inmfart Devolopnent

Conter.
"1, Parking

~ Staff and visitors will park in the designated arca.

- Short-tern parking in the driveway occurs while dropping off
children and/or picking up children,

?%i,Entr&nce/Exit to Building -
~ Use main door tc¢ building to enter or erit.
- Do not use classroon doors, unless designated.

3. Use of Materials

- Staff is allowed to use all the materials provided by the
Infant Developuent Center.

- Sign raterials out when taleing ther out of the building. Sign
out sheets are found where materinls are found.

A5

%, Sooking in Desigmated Areas Only

-; There is no smoking around the children.

5.>‘Use of the Kitchen

.~ Use of the kitchen is avdilablo to everyone except between the
hours of 10:45 - 11:15 (Monday-Thursday), whon lunch ie being
prepared ond served to the children,
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-_‘ | 6. Signing in and out | o -

- For STAFF who leave the bumilding, sign out in the schedule hook
found on the secretary's desk, so if an emergency srises, you
- may be contacted. : !

7. TFire Procedures

-

N - Smoke alarms will he tested monthly by the Custodial Worker I.
= All fire exits should be kept clear at all times.

- If a fire occurs, people m.ll exit the building by utlllz:mp'
the closest exit.

~ Fire drills are conducted once a month in the clessroom.

~ Fire Department phone number:is loca.ted on all phones. The Fire
Department should be called immediately when a fire occurs. If
the phones are out of order, go to the fire hox on phone pole
near entrance to Ma.:.ne Youth Center.

8. Locking up at Night

. -~ The last person to leave the building skould turn orff all lighta,
‘ . ‘ lock all doors and set thermostat at 65°,

SECTION VII - PUBLIC INFORMATION




STAFF .

2 Child Development Programmers
1 Occupational Therapist

1 Physical Therapist

1 Speech Therapist

1 Education Specialist

1 Social Worker

1 Consulting Psychologist

1 Family Support Specialist

1 Teacher Aide

4 Child Development Workers
2 Foster Grandparents

1 Sccial Welfare Intern

4 Work Study Students

Cs

INFANT

DEVELOPMENT

CENTER :

An early intervention program for infants and
children, from birth to five years old.

SERVICES

Depending upon the needs of the child and

parents: :

(1) Developmental assessment and program
with periodic re-evaluation.

(2) Working in the home setting with both
child and family on a prescribed program.

{3} When appropriate, therapy sessions at
the center.

(4) Developmental classes at the Center.
Home programs.

Program evaluations by professional thera-
pists and educational specialists.

(5) Parent Groups

Locations: South Portland — Portland
. Limington ’
Brunswick
Biddeford
Bridgton
. Sanford

Assjstance in locating appropriate place-
ment or referral.

(6) Consultation with other agencies, public

schools, day care or preschogls.

Training in infant stimulation, daily living
skills, language stimulation management
of behavior, pre-academic developme::t.

{mors)
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Information regarding current legislation
and programming in Special Education.

(7) “Drop-in” baby-sitting services at the

Infant Development Center from 10:00
a.m. to 4:00 p.m., Monday thru Friday.

WHO IS ELIGIBLE?

Any family from southern Maipe with a
child under 5 years old with a developmental
problem.

HOW MUCH DOES IT COST?

There is no fee.

REFERRALS

Through other agencies. -
Through private physicians.
Through direct contact from parents.

6o

ADVISORY BOARD

FOR FURTHER lNFORMATION/

CONTACT USAT:  /

7

v/‘

T

INFANT DEVELOPMENT CENTER

629 Westbrook St.
So. Portland, Maine 04106
Telephone: 773-2928

TOLL FREE NUMEER
1-800-492-0846

-

Margaret I Bfun’s, R.N,, B.S., Director

Sumner Berkovich, M.D.
Hattie Bickmore

" Betty Morrison

Becki Williams Smith
Ann LaChance 7

Ina Purington

- Debbie Nugent g
' . . Howard Noves

Mike Tarpinian .
Denise Sage

Tom Brewster, M.D.
Steve Osborne, M.D.
Marie Taplin

Shirley J. Norton
Patricia Smith
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INFANT DEVELOPMENT CENTER
629 Weatbrook Street
South Portland, Maine 04106
Telephone 773-2928
"Toll Free ﬁlﬁBOO-h92-08h6

[

A non-profit program sponsored by:
Dopartment of Mental Health & Corrections
Bureau of Mcntal Retardation

Federal Dmvelopmental Disabilities Grant

®
3

PHILOSOPHY

The Infant Development Center's program is based on the philosophy
that help provided during the early formative years prevents .
complicated problems from developing later in the child's life. By
providing information now the burden on the child, their family,
the public school, and/or sogj,giqfvf.ﬁ be greatly leasened.

et o

—PURPOSES: : . | |

To provide early intervention services for infantl and pre-school
children who have been identified as developmentally impaired or
at risk for potential developmental problems.

. " To provide parents help, support, information, and involvement in
the provision of lmic_el to their child., :

POPULATION

1) 0-5 year old infants and children identified as developmentally
delayed or potentially delayed regardless of the etiology.

2) Ohildren of families residing in Southern.Maine. . .

-

METHODOLOGY

1) On referral to the Center, a staff member will visit the
home, make an initial assessment, and arrange for a
developmental screening either &t the home or the Center.
Following the screening, staff will meet and assign a
primary person to coordinate whatever program is indicated,
If a more comprehensive program evaluation is needed, that
will be scheduled with one or all of the following: physical
therapist, occupational therapist, educator, psychologist,
speech and hearing therapist. A program will then be
designed and with the parents approval will be implemented.

67




2) Depending on the needs of the infant/child and family,
either one or both of the following types of programs
will be used: :

a) home management programs: Periodic visits by Staff
to the home to help the family manage the child's .
progran. '

b) Dﬁelopmentn.l classes at the Centsr for socialization
and pre-school skill development. :

Programs will-be based on patterns of normal child

growth and dovelopment and will.be conducted by

trained staff or professionals/in specialized fields. N

Some of the programs offered are infant stimulation, = /o

. feeding, toileting and dressing training, language ,
stimulation, physical ‘therapy, occupational therapy, >
' and developmental classes,

3) Full re-svaluation of the child will be done whenever
necessary. L - :

Additional services offered:

‘a) Preparation of child for pre-school and school
progran and assistance to the teacher during
the adjustment period.

b) Consultation with other agencies, day care centers,
ote,

¢) Daby. sitting services from 10:00 a.m. to 4:00 p.m.,
~ Monday through Friday, at the Infant Development
thor.z v

d) Participation in parent group, if desired.

e By
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OVERVIEW OF TBE‘WASHTNGTON CCUNTY CHILDREN'S PROGRAM

The Washington County Children's Prograa ic a non-profit hone-bosed
enrly intervention progran for young children with special needs. The
progran, currently in ite sixth year of operation, is supported by local
contributions and fund-reising activitien, state agencies, and private
foundations.

The WCCP got its atart in 1975 with o three yesr demonstration grant
fron the Bureau of Education for thé Handicapped. In July, 1978 s the
Child and Youth Board of Weshington County becare the fiscal agent for
the Children's Program. This board repreaenta the entire couwty and supports
educational, health, ond social services for its children. Tho bodrd ig
also the fiscal agent for the Child and Youth Dental Program, a school-,
besed, preventive dental health progrem. o :

As stated in the Introduction, the Child and Youth Boord and WGCP
policies and procedures materials are not aa complete as the IDC's, A

new progren should at least have the WCCP ninimum end work itoward IDC
refinement, - . -




- Washington County Children's Progran:

~ Policies & Procedureé Materials*

Section I: Putlic Information
Section II: Philoeophy Statenent
Section III: Information on Governiné Body
A, By-Laws
B. Organizational Chsart
Section IV: Peraonnel |
A, Persomnel Policies
B. Job Descriptions
Section Vs Direct Servicesi
Record-Keeping Forms
Section VI:  Finemciml¥**

Record-Keeping Fornms °

*is WCCP materials do not yet have a format, we have loosely ordeved them
according to our "Ideal" Table of Contents - recognizing there will bo
nissing sections. »
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SECTION I

Public Information




HASHINGTON

COUNTY




GUR CHILDREN
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The importance of chiidron was highlighted in 1975 by the formation of the Chaid
and Youth Board - 8 group of professionals and citizens concerned with providing -
quality health and human services to the children of Washington County. .

The original board was composed primarily.of pedical and dentil practitioners
and staff members of health and social service agencies. Board membership has
now expanded to include educators, parents, clergymen and other interested citizens.

THE SPONSOR OF:

' The Child & Youth Dental Program - an educational program in which a dental
ygienist teaches dental health and hygiene in area schools.
The Washington County'Children's‘Progrnm - a home-based training program for:
the pareats of hnndicappgd and developmentally delayed children.

THE BOARD FuNCTIONS AS:
An advocate'for all children and youth issues

A forum for the exch;;E;"Bf*ideas\pnd information among children and youth'
service programs ' ‘ ' )

A liaison with the pﬁblic to make them aware of the needs and services being
provided children and youth in the County as well as projected needs

A resource and support group for individuals and groups in youth relatéd work
in the County

“An explorer of appropriate funding sources for recreational, educational,

Jhysical and mental health services for children and youth : L
, Ry

An informal co-ordination point to assist programs with related service missions

to avoid duplication of services and/or competition for support and funding

_ The Child & Youth Board members are ver eomitted to offening comprehensive
senvices to the children of aur County and are receptive to people and ideas which
jurther these goals., 1§ you axe £ in jodining them in this process, please
- §4lL out ihe atiched ch ist. : ‘ . :

?

/,
/’v
/

;/Qm interestod in:

e

Receiving nonthly minutes and
mesting notices of the Gild |
§ Youth Board. I'g onclosing
$2.00 to pay for pcstage.

Becomin: 3 member/director of
the Chil 5 outh Boaxd.
Serving §n'wn ad hoc committee
working tn & perticular

issue related to shiidron
youth. g

Indicate special issues and
interests:

Name:

Address: ' *

Plcase return to:

The Child & Youth Board
Machias, E 04654




WASHINGTCA COUNTY |
CHILDREN'S PROGRAM

e .

- a rural, home bhased program
for children with speeial needs



AGE

3 WEEKS

2 MONTHS

"~ As Our Child Grows. . .

¢

4 MONTHS

6 MONTHS

9 MONTHS

12 MONTHS

18 MONTHS

2 YEARS

3 YEARS

4 YEARS

DEVELOPMENT

Sees and hears.

Picks head up.

Parents are child’s
best toy..

\

Follows object with
eyes.

Responds to sound..

Vocalizes.

Smiles.

Eyes follow all around.
Responds to sound.
Plays with hands.
Holds rattle.

Tries to roll over.

Pulls to sit with no
head lag.

Supports weight stand-
ing.

Transfers object from
hand to hand.

Turns to voice.

Rolis both ways.

Achieves ¢itting posi-
tion.

Pulls self to stand.

Thumb-finger grasp.

Imitates speech sounds

Watks holding on.
Plays Pat-a-cake.
Clings to mother.
wany speech sounds
“"mama’’, “dada’’,

Leaves mother’s side to
play but comes back
often for reassurance.
Plays ball.

Five or six single words

R

o)

Totiet training.
Growing independence
Talks in phrases.
Scribbles with pencil.
Knows parts of tody.
Walks up steps.

Toilet trained.
Follows directions.
Uses plurals.
Dresses self.

Buttons up.

Separates from mtther

easily.
Knows colors.

SAFETY/HEALTH

‘Never leave

- unattended.
Use car seat.

R

Watch for falls,
Never lzave small
children alone.

; with infant.

|
/

Keep medicines
locked up.
Read Labels.

Keep medicines in
original containers.
Introduce &ap.

€3

Keep cleaners and
polishers out of
sight and reach.

Avoid putting baby to
beed with bottle.

Everything qoes in
mouth Checl
floor for safety.

Begrn to brush teeth.

d 0]
Watch electric outlets
stove  everything
in reach.

Likes to l)ibush teeth

Chimbers can not read
labels, )

Needs help brushing
molars.

Never tell a child
medicine tastes good
“hke candy"’

Brushes teeth.

May learn to floss.

DISCIPLINE

L
Schedule is being / ‘
established.
Never waken to feed
at night.

;

Feed when hungry.

Change when wet or
soiled.

Put to bed when tired.

Talk to baby

Be consistent

Cuddl#, rock, hold,
and =njoy.

Routine makes baby
feel secure and loved.
Give baby a depend-
able world.

Don’t prick him up each
time he cnies one day
and make ham ©ery 1t
out’” the next.

Parents need to agree
on a routine,

Chuld has a night 1o
conststent rules at
home,

Al
1

"No ©must be accoms
pamied by removing
chiid or obect.

Reward ‘good ~ behav
tor.

Anytiung which gets a
big response will
likely be repeated,

Never get into a pow-

er struggle if ch
can win.

ild

FEEDING/DIET

Breast with Vit. D
supplement or
Infant Formula.

Add diluted and
strained orange
. juice.

Introduce solids
small amounts--
One new food each
week. Baby food
grinder can be used.
1. lron fortified cereal

2. Pureed fruit

3. Pureed vegetables
4. Pureed meats

5. Eqgg yolk

b, Mashed potatoes
7. Rice

8. Metha Toast

9. Enriched cracker

10,Chopped and
mashed foods
from table.
Weaning.

Better with spoon
More selective
about foods.

Foeds self smal
portions
Food preferences.

Learning table
manners

Appetite varies -
Offer nutricious
food in small
portions.

Q

E

Aruitoxt provided by Eic:

RIC

Remember . . . children grow'.at their own pace, sh ages may vary with each child.

Comprted by Winifrea Rodda, Pediatric Nurse Associate, Washington County

\’h
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The Washington County Children’s Program
is a home-based early intervention program for
voung children with special needs. It.is based
on the idea that parents, ‘)emq the first teachers
a child has, can also be their most important
teachers. When a child has special nceds, a
parent may need heip being that teachwu.

* When 1 fcmnd out there was going to be

this program, and up until that point there

were no services at all, it was a real com-

fort to know that there were other peopla

who were interested and who would share .
in my child's development that there were

other people who would at least try to un-

derstand what parents of a special child go

through and how alone they feel and how

unable to cope with the problems, all the .

guilt at not instinctively knowing all the

time what to do right.”’

- Parent of a special needs child '

Home advisors located in differenit areas
of the county work in homes with parents and

their children who have special needs. If ap-
propriate, children 8lso receive services from
occupatronal physical and speech therapists
on the staff.

The home advisors begin their visits By
assessing the child's abilities in several areas
of development: physical, language, social’,
self-help, and cognitive. Then the parents and
home advisor work together to decide on activi-
ties that wiii help the chitd learn new skills.
From the program’s toy lending library, the
home advicor may bring learning materials to,
leave in the home, or she may encourage par-
ents to make toys from things in the home.
Activities are done on a daily basis by the
parent and the child's progress is reported
in a parent notebook.

Aruitoxt provided by Eic
= U

Children learn from cach other. If a child
can be enrolled in a local ptaygroup or pre-
school the home advisor may work with the
there, as well as in the home.

By the time a child with special needs gets
to kindergarten he is well on the way to success
or failure. Success in the beginning can mean
success thr ughout school.

"I tike Yery much for the children who are
handicapped to stay in the regular room for

at least six months and hopefully a year be-

fore they go into a spesial room. § don’t think

of it as mainstreaming. | think of it as giving

them a chance to show what they can do”’

-- Kindergarten teacher in Washington County

Services are available to children from
birth to five years of age: .

~ who have an identified handicap

- who show a delay in development of
social, self-help, lanquage, physical or
academic skills, or present a serious
behavior problem,
whose parents agree to involve themszalves
as the primary teachers of their children.

.
v

The program is supported by local contribu-
tions and fund raising activiaes, state agencies
and private: foundations. There is no charge to
participating families.

The Washingion County Children’s
Program also:

publishes a monthly newsletter about child
development and related topics

develops home-made toys and materials
coordinates with

Bureau of Mental Retardation

Community Health & Counseling Services
Downeast Health Services

Head Start

Family Day Care Homes

Department of Human Services

Private Physicians

School Districts

encourages development of pre-schools and
day care programs

makes available project staff personnel to
speak 1o group meetings. P|6§EJ$£1 contact us
to make arrangements.

Services from the ahove agencies and our
program are coordinated by the Special Needs
Preschoot Program of Washington County,

80 Main Street, Machias. Reterrals ran be made
by catling us at 255-3426 or 255-8466 or the'
director of special education in your schools.

The WCCP/Outreach project i funded by
the BEH, U.S. Department of Education. Its fong-
iange goals are to increase the number of pre-
school handicapped children being served, and
improve the quality of c‘.ervireq being provided.

Working with the WCCP' as a successful model,
WCCP "Outreach:

provides state-wide traintng for other
agencies and programs in the methods
developed by the WCCP,

- works to intluence state poticy and de-
eision making affecting pre-schoot handi-
capped children, ,
develops, field tests and produces materials
fur use by other pragrams serving the young
handicapped children,

The Outreach Staff inciudes the Project
Director, the Training Coordinator, Preject Devel-
“opment Coordinator and trainers,
For further information contact the W(‘CP’
*Qutreach office at:
80 Main Stroct, Machias, Maine 94654
Telephone 265-3426 or A’W«-Mﬁﬁ
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Common Questions Asked About Infants

she cry even more?

parents who respond to their infant's
crying by picking them up, conforting

built on individual attention that is

relationship is more likely to quiet
able to entertain herself for longer

that her physical and psychological
needs will be met.

Such responsiveness appears to
actually reduce, rather than increase,
rrying by encouraging infants to
communicate in other forms.

2. Isn't it true that there is no real
need to talk to babies since they
can't understand you-anyway?

Infants are responsive to speech
sounds from birth, and quickly learn to
"read" their caregivers by the tone and
tempo of their speech as well as by

" their touch, gestures and facial~
expressions. Babies understand much
more than they can say, and talking to
them encourages them to begin figuring

out the meaning of the language around
them.

3. 'Is it bad to talk baby talk to
infants?

When an infant is very young, it
doesn't matter whether her caregiver
speaks baby talk or Shakespeare. The
heart of early language development is
building an easy, two way give and take
‘between caregiver and infant. A care-

1. If you pick up a baby every time she
cries, won't you spril her, and won't

Numerous researchers have shown that

- them, and trying to reduce distress, are
much more likely to promote basic trust

and independence in the second year. 1In
order to develop this trust, an infant's
~needs for food, warmth and affection must
'be met. If this does not happen ;.er days
become frustrating and caotic. Trust is

warm, consistant and sensitive to their
needs. The infant who is in a trusting

easily, more gratifying to care for and

periods of time because she is confident

‘Washington Cqunty Children’s Program’

A PROGRAM FOR Y_OUN(} CHILDREN WITH SPEC WAL NEEDS

giver should speak, sing and laugh with
his/her infant, encouraging her to respond
back in many ways, with coos, gurgles, smiles
and babbling. Soon the infant is listening
to and watching conversations around her.
These reactions show that she is becoming
interested in words and language. The care-
giver should use language with her, such as
calling her name and labeling objects, people,
actions and feelings. Such early exchquges,
even those in which the infant does not

a word you can understand, encourage her to
become involved and interested in the
communication process and as she enjoys it,
motivated to seek more and more articulate
way of participating in it.

Childfind

Did you know there are services avail-
able for children from birth through five
Years who have special learning needs?

Local school districts and agencies are
cooperating to find and serve any preschool
children in Washington County with physical,
mental, vision, hearing, speech or emotional
disabilities. If you have or know of any
such child please call us, so we can help
them before they reach school age. The _
people you may call are:

Ralph Shannon - Union 106 - 454-2821

Barbara Poirier - SAD 77 & Union 102 -
£55-3414 : -

Robert Feeney - CSD 17 & Union 103 -
Lg7-2154

Don Mironov - Indian Township School -

796-2362

Marlene Bates - SAD 37 - 483-2734 ,
Garolyn Mrlonnell - Union 104 - 726-5564
Robert Hunter - SAD 19 - 733-5%73

Nancy Diadone - Union 107 - 42/7-3882,
Jane Cook - Edmunds - 726-4478

Colby Walker - CSD 12 - 3AD 14 - Union
108 - L48-2882

or the Special Needs Preschool Program -
°55-8466




*Health and Safety to get enough sleep; watch you diet. Have
’ some alone time. You may need to requesﬁ
} Your baby will be spending a lot of = Bupport from other adults to do this, but
time resting or sleeping. Think SAFETY remember, you and your baby will benefit.

for sleeping arrangements. You might
be using a basket or bassinet -- or

"People who say they sleep llke a baby .

) perhaps you have inherited a cradle. | usually don't have one."

Some of you may be starting with a crib.
Whether this item is new or used, Dde
certain to check for these things:

snug fitting mattress - no pillow
smooth edges

no plastic packaging

non-toxic paint

bars no farther than 2% inches apart

When your baby is older, be sure the

*Be Good To Yourself

Taking good_carerof baby requires a
lot of time. When you're spending time
taking care of baby, remember to take care
of yourself. It's one of the best things

Leo J. Burke

Be Good to Your Baby
Be Good to Yourself

Infant Care

Infant Care, a government publication

sides are high enough so baby can't climt recently revised by Washington, D.C.

over and that baby can't work the latches. pediatrician, Frederick North. This pamphlet
- includes developmental charts as well as basic

advice on formula preparation, bathing, and

health care. Single copies are free from

LSDS, Department 76, Washington, D.C. 20401

.-

‘you can do for baby. Your mental and *These articles were taken from the Zero
physical health are very _important during To One Newsletter put out by the Clinton
these early months of babv s life. Try County Extension Service, DeWitt, Iowa

Washington County
Children’s Program

60 Main Street
P.0. Box 311, Machias, Maine 04554

T~

NON PROFIT ORG.
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Child and Youth Board of quhil{gton-County

' P. 0. BOX 80, MACHIAS, MAINE 04654 TEL. (207) 2565-3426

o EARLY HISTORY OF THE GHILD & YOUTH BOART ,
Transeribed from a tape made by Dr. Randy Silvor on 6/7/79

o

I have not gone back and reviewed the records and, thus, the preciae
dates of some events will not be noted.. Once minutes started, I agsune
e that somebody could go back and check them to pick up the dates. \

It is-also difficult to know precisely where to begin since the
formation of the Child & Youth Board was in part e reaction to events in
other programs. Prior to that time, Downeest Health Services had come
into existence as ,a two county progran dealing with maternal and child
health, At first, there was just Ehe Maternal and Infant Carc Progran.

' 'Then, Downeast Health Services wrote a grant proposal for n two
county child and youth Program~that is Hencock and Washington Counties,
As this went through the reviewing process » it was ultinately approved
‘ and funded for only Handock County. The only ostensible reagon given by
the Regional Keview for turning down the Washington County part of the.
‘progran was the presence in Washington County of the Washington County
Health Plan. It wam felt that the two programs would’ cause duplicationr,
. We were obviously quite diasappointed that we could not get the child &
youth ;rograms started in Washington County. ,

f\\ .
Also, at that tine Regional Plamning was becoming active. John °
Eisman, of the Regional Planning Board, was one of those who started
the ball rolling toward getting together a group of people interssted
in children's services in the county. We needed to see what we could
,do about getting services end assure that agencies cooperated and did
not get in each other's woy as far as getting grants for the area.

After a few neetings, we gradually decided to forn a hoard. A lot
of the early work went into working out By-Laws and getting incorporated.
Mr. Teylor. was the lawyer who worked on the incorporation. As I recall,
at that time’we were a board withqut programs. Ws were working on getting oy
& Dental Program, and it was not too long after that thst Jane Weil began
to work on what was to become the Washington County Children's Progran.

I think further history cen be found in the minutes, and certainly
the relationship with Jane's progran can be obtainel from her.

My participation in the early days of the CYB was as a non-voting
- nienber representing Downeasst Heslth Services. Dr. MscBride wos one of
‘ the people who attended many of these esrly neetings.. As I recall, Donna
. Allen, JFublic Health Nursing, was also involved, and at various times
other psoplesat in. Again, I would think the names .etc. can be gotten
fron the ninutes.of the meetinga. I anm assuning'that others can pick up
tite teil fron here. — ' : ~ o
o ' . -t
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CHILD AND YOUTH BOARD OF WASHINGTON COUNTY, INC. oo
BY-LAWS |

Article I: The name of this organization-shall be the Child and Youth Board
of Washington County, Inc,’ - . .

Article II: The purpose of the Child and Youth Board, of Vashington County
shall be to serve as the Board of Directors for the Child and Youth Dental

. Piggram, the Washington County Children's Program, the Washington County

~ Children'a Program Outreach Project and other programs as it shall from time
to time administer, It shall also serve as a forum for the discussion of
educational, health and aocial service needs of children and youth in Waghington .
Coﬁnty. The Board may provide support to individuals, jroups and organizations
who are working to meet these needs.

@
v

Article TII: The .membership of the Corporation shall consist of ' tiie perdona
who have been designated as Directors in the Certificate of Organizatisn of this
- forporation amnd such other persons who shall in the future be elected as such by.
the Directors. The election of a parson to membership of the Corporation shall
grént admission ap & Director. No person who is a paid staff member of a Child
end Youth Board administered program shall be a Board Director. : :

Article IV: Board of,Directors -

‘ Section-l: Number - The membership shall be the Board and the Board shell ,
congist of fifteen Directors., :

-

Section 2: Term - A term of office shall be thwee years. Five director— .
ships shall bacome open at each annual meeting, Vacant positions shall be
Tilled at the annual meeting. No Director may serve more than six consecutive
years., A former Director may become & candidate for a directorship one year

from thé date of termination of previous service a3 a Director.

Section 3: Resignations - Any Director may resign at any time by giving
written notice to the President. Such resignation skall take effect at the
time specified therein and the acceptance of such resignation ghall not be
necessary to make it effective. ; . '

Section 4: Removal - Any Director may be removed, either with or without
cause at any time, by the majority vote of all the Directors, or upon miseing
three consecutive meetings without notice to an officer of the Board.

Section 5: Vacencies - Any Director positions vacated for any reason
between annual meetings will be filled by nominaticns from the floor. Persons
elected in this mamner will fill the remainder of the term held by the
departing Director,

5¢




Article V: Ueéetings

Section 1: Annual Meeting of Directors - the annual meeting of the
Directors for the election of the officere and the transaction of such
other business as may properly come before the meeting ghall be held each
year in April at such time end rlace as may ba fixed by the Boerd of
Directors, or if the Board hae not so determined, as such time and place
as may be determined by the President.

Section 2: Special Meetings - Special meetings of the Directors may be
called any time by the President and shall be callsd by the Secretary upon
written request by any two members.

§Lction 3: Notice of Meetinga - Notices of each regular, annual or
special meeting of the Directors shall be in writing and be gigned by an

officer. If it is a special méeting, or if otherwise required by law, the
notification shall state the purpose and the time and place of the meeting.

A copy shall be either hand delivered or mailed directly to each director not

less than five nor more than thirty days before the meeting.,

Section i3 Place of Meeting -~ Meetings of the Direstors shall be held
at the principal office of the Corporation or at sucu place within or without

the State of Maine as may be designated in respective notice thereof.

Section 5: éuorum ~ At each meeting of the Directors not less than five
shall constitute"a quorum for the transaction of business., Vhether or not
‘there is a quorum at any meeting, a majority of the Directors who are prgsegt

may adjourn the meeting from time to time until a quorum shall be present.

Section 6: Voting - it each meeting of the Directors any.peraona‘ahown

‘by the records of the Corporation to be a Director as of the date of the .

meeting shall be entitled to cne vote. Except as otherwise provided by law,

" the Certificate of Organization or these by-laws, all matters which shall
- properly come ‘befors any meeting shalT be decided by a majority vote of those

present and veting. A Director shall abstein from voting in matters that
directly apply to a non-Board’ eponsored program of which he is a paid staff
membar, - i : L

’

Article VI: Officers ,
Section 1:. Appointment and Term of Office - The Board of Directors st
its ammual neeting shall elect & President, a Vice-President, a Treasurer; =
Secretary and guch other officers as the Board may deem necessary or advisshle.
Each of such officers shall hold office until the next annual election cr urtil:
his earlier death, resigration, or removal. One person may hold and perform
the duties of any two offices except the Presidemt. Mo instrument required to
be signed by more than one officer shaell be signed by the same individusl in
more than one capacity. i :

Section 2: Removal - Any officer mey be removed either with or without
cauge; at any time, by the Board of Directors. [
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Section-3: Resigration - Any officer may resign at any time by giving
written notice to the President., The Presidefit may resign at eny time by
giving written notice to the Secretary. Any such resignation shall take
effect at the time specifiel therein and, unless required by the terms- thereof,
the acceptance of such resignation shall not be necessary to make it effective.

Section 4: Vacancies - A vacancy in any office arls“ng from any cause
shall be filled for the unexpired portion of the term in the manner prescribed
herein for the regular election to such office.

Article VIT: Committees

Section 1: GCeneral Powers and Membership - The Board may appoint an
Executive Committee conslstlng of three or more Directors. At least one
member of the Executive Committee shall be an officer. Members of the -
Executive Committee shall be elected for one year. The, Board mey appoint -
other committees &s from time to time it is deemed necessary or advisable.
Members of committees other than thé Executive Committee need not be Directors
if ~the comnittee in question is not vested with power or duty normelly :
considered a primary duty of the Board of Directors.: Unless otherwise
expressly provided by law or by the Certificate of Organlzatlon or by resolution
of the Board; the Execytive Committee shall have and may exercise all the
powers of the Board (except the power to appeint or remove & member of the
Executive Committee or other committee, the powar to remove an officer appointed
by the Board, and the power to amend or repeal these by-laws) when the latter
iB not in session, and each other, committee ghall have and may exercise, when
the Board is not in session such powers as the Board shall confer. All action
by any committee shall be reported to the Board at its next meeting.

Section 2: Organization ~ Each committee shall appoin®a chairperson and a
recordlng secretary. .

‘Section 3: leetin ings -~ Each committee shall adopt its own rules governing
the time and place of holdings and the method of calling its meetings and the
conduct of its proceedings, except as provided in géetions 4 and 5.

Section 4: Committee Quorum - At least two thirds of a’committee's
membership shall be in attenddnce for transaction of committee business.

Section 5: Removal - Any member of any comnittee may be removed from
such committee elther with or without cause, at any time, by the Board of
Directors. .

Article VIII: Amendments

, Directoys shall be notified in writing of the exact wofding of propoeéd
amendments to the by-le'« at leaat five days prior to the meeting at which
the by-laws shall be ¢ _upon.
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” . Article IX: Seal

The seal of the Corporation shall be circular in form and contain the
- name of the Corporation, the words "Corporate Seal" and "Maine" and the year
the Corporation was formed in ‘the center. The Corporation may use the seal
by causing it or a facsimile to be affixed or impressed or reproduced in any
manner, .

H

Article X: Miscellansous : s ' g

. a7
The fiscal year of the Corporation shall be September 1 to August 31.




CHILD & YOUTH BOARD STAFF

Waghinpgton County Children's Program

Progran Director
Progran Coordinator

- Hone Advisors (5)
Home Advisors - Infant Progran (2)
Speech Therdpist
Occﬁpational Therapists (2) . .
Secretary |

‘Child & Youth Dental Progran

Project Director

Waghinston County’ Children's Progrem Outreach Project '

Project D{rector L
Product Development Coordinator
Training Coordinstor

~ Secrgtary

Bookkeeper
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/ PERSONNEL POLICIES

CHILD AND YOUTH BOARD OF WASHINGTON COUNTY

INTRODUCTION

(3

These personnel policies have been defeloped for the benefit of eumployees
of the Child and Youth Board of Washington County, Inc.

Most staff members will be attached to a particular program operated by
the Child and Youth Board. However certain staff members, particularly those
holding clerical, bookkeeping or office management positions, may be "hired to
work for the benefit of the Board and will be assigned Aduties which benefit the
Board s programs or progrems with which the Board has contractual relationships.

PHILISOPHY |

It is the policy of the Child and Youth Board to be fair tb its employees
by understanding that an individual's work life is only one part of a whole
life. The Board realizes that its employezs will have other demands, parti-
cularly from home and family. The Board acknowledges that the quality of the
family and personal life of its employees is 1mportant to their functicning
in a positive and productive manner.

The following personnel policies try to provide sufficient flexibility
80 that employees can benefit from both their privale and work lives while ¢
also providing consistency of service to children and youth. :

I. ZEgual Opportunity Employment

A. @eneral Policy:

. : : N ':,';.'u R

It is the policy of the Child and Youth Board to recruit, hire and ﬁromotejﬁ N

for all positions without regard to race, religion, cplor, national origin, T
age, sex or physical or mental handicap unless related to occupational

quallflcatlons. Employment decisions are to be based on the quallflcatlons of

each individual. Sy
. B. Affirmative Action ‘\fff”
This policy of equal opportunity is to be administered and achieved o f

through a program of affirmative action. A copy of the Child and Youth
Board Affirmative Action Plan is available in the office of each program.

C. FPromotion

It is the policy of the Child and Youth Board to promote from within the
organization whenever possible.

II. Type of Employment

A. TFull-time - A full-time employee will work 35-40 hours per weeks

B, Part-time - A part-time employee will work less than 35 hours per.
week.

C. Probationary - A new employee will be congidered probationary for the
first three months of employment. During or at the
end of the three months, either the employez or the
Child and Youth Board is free to terminate the
relationship by providing a two week written notice.

9
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2.

A written evaluation. of performance will be done at the end of the three
month period by the project director and other appropriate personnel. A
< portion of thig evaluation will ingolve the employee in a self-evaluation.

”‘.‘ T Do _E_’gx_‘lné'ﬁ"éﬁfi”U’ﬁoﬁ"""é‘é’ﬁTSféEﬁify' “’cb“tﬂpl‘e‘tidn"of‘“‘ﬁ’ﬁé‘"‘p"r‘dbati’onédry“‘pe?‘icd“ R
an employee will become permanent. i

E. Evaluation - Program directors will evaluate staff members they
supervise annuall¥y. This process will provide each employee an opportunity
for self-evaluation. The program director and each staff member will jointly
review areas of job success and areas of needed improvement.

F. Resignation - All staff members mst give one month's notice on
~esignation. ‘

G. Termination - Termination mey result from insufficient funding or
a program's termination of certain services. In the evert of retrenchment or
reorganization requiring the discontinuance of a position or positions and
separation of one or more employees, one month's notice will be given.
Factors such as seniority, work performance and appropriateness of skills
will be considered.-

The administrator will first discuss.impending retrenchment or re-
organization with the staff member or members involved. The staff will be
informed of the change at the next regular staff meeting, and the information
will also be presented to the Personnel Committee of the Child and Youth
Board. )

_ H. Dismissal - If an employee's performance is unsatisfactory, it is
‘ the program director's resporsibility to arrange a conference with the
employee; review the area(s) of dissatisfaction; develop a written plan for
improvement; and establish a date for re-evaluation in a month. If an
employee resigns during that month, they must give two weeks notice. The
program director may terminate employment two weeks from the date for re-
evaluation. The employee may pursue ihe grievance process.

I. Grievance - Any grievance should be settled first between program
directors and staff members through mutual discussion and a frank airing of
problems with the intention of settling differences.- If either party is dis-
satisfied with decisions resulting from this procecs, the grievance should be
placed in writing and submitted to the Personnel/Grievance Committee of the
Child and Youth Board to be acted upon within ten (10)/working days from date
of receipt. If either party thinks the issue is unresolved, the Child and
Youth Board shall act as the final hearing body.

III. BEmployee Benefits

&

A. Vacation - Covered in individual job descriptions. '

B. Personal Days =~ Full-time staff members shall have three personal
days available each year. Part-time employees will have two personal days
available each year.

C. Holidays - All legal holidays in the State of Maine shall be
considered holiduys for full-time employees. This includes the following:
. New Years Day, Washington's Birthdsy, Patriot 's Day, Memorial Day,
Independence Day, Labor Day, Veteran's Day, Columbus Day, Thanksgiving (and
“ the following Friday) and Christmas Day. Holidays that fall on Saturday
or Sunday shall be celebrated on Friday or Monday. All legal holidays in
the State of Maine shall be considered half day holidays for part-time

5 : employees.
_ Jo
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D. Sick Leave

1. Sick leave is accumulated at the rate of one working day for each
month served or a total of twelve working days in any one year. Unused sick
leave may be accumulated until a maximum of 24 working days has been reached.
Employees may not take more than the number of days earned at the time of
illness. If the illness necessitates more than the number of earned sick -
leave days it can be considered (1) personal time, (2) leave without pay, or
(3) vacation time.

2. The director may require certification from a physician regarding
an employee's medi.al or health condition when an illness exceeds 3 working
days. .

3. If an employee is frequently absent for 1 or 2 days at a time or
seems to establish an unwarrented pattern of absences the director will have
the right to require a physician's statement.

h. In cases of prolonged illness and on the recémmendation of the director
the Board will consider additional leave with pay based on the merits on an
individual case, the amount of previous leave used, employee's length of
service, budgetary limitations, etc.

5. Unused sick leave is not to be considered as additional vacation or
time for which a staff member is entitled to pay at termination of employment.

6. Employees should make every effort to schedule routine medical or
dental appointments during non-working hours.' ‘ ‘

B. Parenting Leave

o

A six week maternity leave with pay shall be granted to an employee who
has completed at least nine months of service. Additional leave without pay
may be arranged with the director and will be depsndent upon the nature of
the employee's position, program demands at the time of leave, etc. If an
employee has worked for the program for less than nine months, parenting
leave will be worked out with the project director.

Fao ggycational Lezve

3

The Board recognizes the value of continuing education opportunities
(workshops, conferences, courses, etc.) Attendance at %, 71 and 2 day job-
related workshops and college courses should be arranged with the director
and will normali, be counted as work days. The payment of fees and expenses

. will be subject to budgetary limitations and must be approved by the director.

G. Leave Without Pay

A request for extended leave without pay for justifiable reascns shall
be considered by the director and the Board. Fringe benefits during this
time may be continued at the employee’g expense.

H. Leave For Jury Duty

b

Employees called for jury duty may be released for such service. The
‘ eiployee will be paid the difference, if any, between the payment for jury
duty and the employee's normal salary. Such leave will not be counted as

personal days.

Q ’ E}{i




I. Bereavement Leave

All employees will be granted three days leave with pay if there is a
..death in the immediate family. . ... . i e i

Jd. Travel o

Employees will be reimbursed at the rate of 20¢ per mile for job-related
travel. Administrative and clerical persomnnel will not be reimbursed for travel
batween their home and the office. Non-administrative and clerical personnel
will be reimbursed for travel to the office on staff days. Staff are urged to
make trips in one car whenever possible.

K. Other Expenses .

" Meals, motel or hotel bills, plane fare, etc. are reimbursable when an
employee is a%ay from the area on an approved job-related trip. Job-related
long distance 'home phone calls will be reimbursed subject to periodic review
by the project director. A listing of the calls must be turned in with the
monthly travel fcrm. - '

L. Insurance

The Board pays Social Security and Workman's Compensation on all
employees. For employees whe work half-time or more the Board pays 100% of
the cost for the individual coverage of Blue Crcss/Biue Shield.
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D.

Praject Director

Job Description
DRAFT

Annual budget preparation and monltorlng of budget.

- Maintainlng direct contact with representatives ofvmajor funding sources

- Managing funds which come to the CYB for operation of the WCCP.

- Supervising the bookkeeper in managing and accounting for program expenditures
- Suporvising the bookkesper in prepiring monthly reports required by the GYB

- Supervising the bookkeeper in preparing monthly or qunrterly'reporta required
by WCCP funding sources
- Developzng new or improved record-keeping procedures which will result in

improved reporting to funding sources or information needed to request additional
funds

- Consulting regularly with CYB accountant

. = Writing narrative reports for those funding sources which require them

- Proposal preparation

Local fund-raising, éublic relations and coordination:
- Supérvising requeats made to the local towns at town meetings
.- Supervising other local fund-raising efforts

- Developing coordinated efforts with other individuals, agencies, programs,
departments

~ Supervising the WCCP newsletter effort

Direct Services:

- Planning for direct services with the Program Coordinator
- weekly or bl-weekly meevings with the Program Coordinator
- on~going contact with direct services staff via staff meetings
- planning siaff development activities with other staff members
- making home visits once a }ear.with each home teacher

» ~ - maintdining & caselcad of one family
) " i

Child and Youth Board: '

- Acting as staff tomthy»Board ‘

- Reporting on srogram activities, problems at monthly meeﬁlngs

- Involving Board members in WCCP act1v1tles

- Review of CYB and WCCP policies, pr@cedurea, job deacrlvti@ﬁag salarien end
benefits, ete, : v
AN
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Program Coordinator
Job Description
DRAFT

Consultation/Supervision of Direct Services: ‘
-, Intake of new.referrals. with the WCCP coordinator
- Setting up case conferences &nd team canferences

- Reviewing the Program Plans (IEPs) developed by Home Teachers ‘on individual
children . ]

- Supervising and consultation with home teachers

A}

- Doing particular assessment procedures on some childrem from time to time
+ = Review of cases with WCCP resource people

- Making home visits with each home teacher at least 2 times a year; offering -
specific feedback as part of a mid-year and year-end evaluation process

- S{xpervisihg case records to be sure they are up-to-date
- Reviewin# mid-ysar and year-end progress reports on each child

- Supervising home teachers who are operating play groups/mother's groups and
home teachers who have childrem in other group settings '

- Carrying e caseload of i—2 chitdren

In-Service/"I'rainingVSta.ff Development . ]

- Planning for on-going training with the Project Director and other WCCP staff
- Arranging for training activities

~ Conducting some training activities A 5

- Keeping' the CYB informed of program activities

Program Planning?

- Planning for direct services and atat-“f development with the Pr;aject Director,
the CYB and others, as appropriate

- Developing coordinated efforts with other individuals, age’ncies or programs
- Assisting in proposal preparation )

.~ Maintaining commica;tion with existing -and new referral sources

o~




Job Description

‘ Homg Advisor | -

. The home advisor's role will be to supervise and coordinate the individusl

) program and act as contact person for the family, the physician, the school and
any other agencies involved in working with the child. These  regpongibilities
are divided into the following areas: screening and evaluwation, progran
development and record-keeping.

SERVICES TO CHILDREN AND FAMILIES
Screening and Evaluation

Using the appropriate assessment tools for 0-5 year olda to evaluate the
~child's overall development

Review assessment results and related reporta to define problem areas
Program Development

- Develop goals and objectives in conjunction with fanily nembers and
Tesource persons

- Make regular vigits (weekly, bi-weckly or monthly) to corry out
prescribed activities

- Leave suggestions, materials for family to use with child; encourage
parert to keep notebook of their activities with child >

~ Involve resource person for further evaluntion/mssistance when appropriate
= Participate in cnse conferences

— Coordinate with other individuals, programg and agencies regording
additionnl services; when another agency, is to carry out progrem, provido
assistance as requested

- Work within a group situation (play group, nursery school, Hoad Start,
day core, etc.?rbased on WCCP's overall progran plans

~.

Record Keeping e

- Write mid-year progress reportséls&&@ecprogresa3 review program: do new
evaluations and sot new goals if necessary

%

- Write Yyear-end reports, evaluate .year's program, make recomnondations
~ When eppropriate and with parental pgrmission share prograrning
information with any new agency involved with child

. = Meintain confidential and professional approach to all matters®regarding
children and-families in VCCP ‘

‘I' OTHER PROGRAM RESPONSIBILITIES

Further responsibilities of the home advigor include participating in
staff meetings, training sessions and fund reising activities; helping to
naintain the toy, book and resource libraries; contributing to the monthly
newsletlter; working on the window displays and on-going program and staff

B - evaluation process. o -
| “ 98 :




Job Description: ‘Speecil’ Therapist

2

-~

The speech thempiét is an employee of the Child and Youth Board of Vaahington
County with specific responsibilities of the Wasbington County Children's Program.
More specific responsibtlities will include: oo .

AuesamthMuation'; The speech' therapist will provide further assessment or
evaluation in the area of speech and language development upon referral after
screening by a homé advisor or other direct service provider., Written recommendations
will be provided. .

Direct Services: The speech therapist will have a‘limited caseload of children for
whom she will have primary responsibility. . . ‘

L | Consultation: The speech therapist will consult both individually and as a member of
a tean with home advisors and nursery school teachers regarding children in the program,

In-Segice: The speech therapist will provide‘mrkshopa for staff, parents and/or
other service providers periodically throughout the year. When appropriate, the
therapist may attend workshops outside the county and share new information' with staff.

Program Planning: The speech therapist will assist the project director with program
evelopment, short and long range planning, training, program evaluation, proposal
~ preparation, coordination with other agencies; informing the Child and Youth Board,
publicity and public relatiens.




A. Title: Occupational Therapist/Fhysical Therapist

’ N .

Job Description ‘ ~

°

B. Position Requirements . L,

C. Job Responsibilities

- Bachelor of Science degree in occupational/physicel therapy

Current licensure ag required by state law

nowledge and practice in neuro-defelopmental treatment for
children and sensory-integration treatment preferred -

o

The OT/PT is an employee of the Child and Youth Board of Washington County,
Inc. with direct responsibility to the Waghington County Children's Program.
Specific job’duties are as follows: . .

1. Evalvation Treatment . ‘ \

a,

Co

d,

.

o

' o - :
Evaluation of children with nourological and orthopedic disorders.

~ This includes children: ‘ )

i. being seen by home teachers

1} it .

ii. attending school in contracted districts
iii. followed under neuromotor screening
Direct treatment to children where deemed appropriate.

Consultation to home teachers, school personnel, parents and others
rogarding therapy progrems and goals for children., . -

.

Provide regular periodic reports on all children.

Attend medical conferences, school P.E.T. meetings as_appropriate.

2. Inservice Fducation/Program Flanning : o

Assint project director in program develo

Poriodicelly provide and pafticipate in educational workshops fox CCP
staff, parcnts and other,eervice;providers throughout the'counﬁy.

Attend scheduled staff meetings, ‘team confercnces, etc.

! Y . o . .
pment, planning, training,
program evaluatien, proposal proparation, coordination with other
agencies, publicity and ﬁgblic rolations,

Agsume additional'indiﬁidual job responsibilitiec as decmed roasonnhle
and appropriate by yourself and the project director/program coordinator.

Maintain client ond agency confidentinlity,

10y




Job Title: Secretary/Receptionist

‘,\»-. The secretary/receptionist is an employee of the Child and Youth Boerd of
Washington County and will perfofm secretarial functions for programs which are«
operated by the Board or with which the Board has agreements. Responsibilities .o
will include: : - .

~ typing correspondence, reporte, proposals, minutes;”forms and other written

materials which generate from, the Board, its programs or programe with which .., N
it has agreements, unless such typing has been delegated to other persons.

- answering the telephone, providing information to inquiries and tsking
complete messages, Other persons who are in the.office can be expsatéd to
assist with this responsibility when the office is particularly busy.

~ handling the mail for the Board, its programs or programs with which it has
agreements, This includes picking up and delivering mail to the poast office.
This alsor includes the overall responsibility for any large mailings (news-
letters, informational materials,- etc.) which the Board or its programs may
send out, unless such mailings have been delegatesd to another person. 'Such
mailings will be coordinated between the secretary and the appropriate’ Board
¢ officer, director, program director or employee. - o

Iﬁailing lists and mailing'labels are.necessary for these mailings and it is
the responsibility of the. secretary to maintain these lists and labels. Tt
is the reSponsibility of -the Board officers, directors, program directors and
. employees to provide up~dated information to the secretary so these lists and

' . labels can be current, .

- serving as a receptionist to persona who may come into the office. This ¢
- includes providing information about the Board or its programs and/or directing
people to appropriate staff members. It is assumed that when other Board ,
- officers, directors or program employees are in the office they will also
® talk with and answer questions of the general public who may come into the @ =
Officeo ' T ' e

- rﬁhning off necéssary forms for the Board or its programs and meintaining
original stencils and/or spirit masters in order to replenish supplies of

forms when they run out.

. . 4 14
- keeping track of offi.e supplies which need to be ordered and serving as the
contact person with the various suppliors. This duty implies periodic die-
cussion betwsen the secretary and directors of Board programs in order to
determine what supplies are needed. Such discussions may be initiated by
either the secretary or the program director or program employee.

3

~ working in close cooperation with the bookkeeper/office assistént as these two
‘persons will ve the two people most consiastently in the office. It is expected
that these two persons will come t6 each other's aid at those times when either
of their work loads are particularly heavy.

- completing other such duties as may from time to time be assigned by the Board
Preaidpnt, other officer or program directors.

o - 10i
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) ' Job Title: Bookkeeper/Office Assistant

o

RY

The bookkesper/office assistant is an employes for the Child and Youth Board of
Washington County and will perform bookkeeping functions for the Board and the programs”
operated by the Board and other office-related Jobs which will help to ensure the efficient
functioning of the Board and its programs. Responsibilities will include:’

- maintaining accurate and up-to-date financial records .of the Bdird's»qugrama”-
Consultation will be available from the Board's accountant and questions should be put °
to the accountant as soon as they arise for quick. resolution of any problems,

- 6iipleting a financial-accountiﬁg of the Board's activities at the end of each
month, Such accountings shall be provided to the Board President and to the Board's

.program directors. -

. .

- preparing a monthly financial atatement and. going over it with the Board Treasursr
80 it can be presented at the monthly meetings of the Board. .

.

- collecting necessary information from Board employees in order to determine the
services which have been provided by Board programs. t

=~ billing the appropriate‘departments, agencies, schools, individuals, ete. for
services which have been rendered by Board programs. ' -

) - preparing payrolls every two weeks and raying all other bills vhich are the
responsibility of the Board and/or its programs. o

. = working with the Board officers and its program directors in the preparation of
projected annug}\rhdgetg and helping to prepare alternate budget plans.

- maintaining the on-going contacts with the financial rersonnel in the various

. depart@enﬁsj agencies, schools, etc. from which the Board receives funds. . L,

- =~ assisting staff members of Board programs in whatever ways are possible, Activities
might include, but are not limited to: making materials needed by staff in their jobs,
running- off materials on office machines, telephoning, assisting with typing, nssisting
with mailings or proposal preparations, maintaining the office %including the window),
meintaining historieal/publicity materials of Board programs, soliciting suppert from

community members, and other such duties as may from time to time be assigned by the

-Board President, other officer or program directors. {

- working in cljpe cooperation with the secretary/receptionist. As these two persons
will be the two people most consistently in the office, it is expected that these two
persons will come to each other's aid at those times when- either of their work lodds are

prarticularly heavy. ) ,

{
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Service Plan .

‘ . Washington County Children's Program .
. - ' e P-O- Box 3'|1 -
' 80 Main Street
Machias, Maine Ol654
‘ 255-3426 L\

.

( The Washington County Chmldren & Program is a home-based Program pr0v1d1ng

e services to handicapped and developmentally delayed pre-school age children.

T Believing that parents are partially a child's best teacher, our home teachers
focus -on teaching parents to teach children. An occupational therapist and
speech therapist are available for assessment and consultation. Play Group/
Mothers' Groups are often provided to help children with their social and
languager skills and give mothers a chance to share their concerns and.to focus
on their needs. Our program works with many language delayed children. We
believe that relaxed peer interaction is the best atmosphere for stimulating

language. Along with our home visits, we place these children in structured

group 51tuat10ns. P

The following description presents the elements of the service in,
chronological order beginning with the initial referral and continuing through
contacts with the family until the serviie is withdrawn.

.- Referral:

‘ | -//
7/
A

-Referrals are received by letter, telephone or visit from a w1de range
of sources, including Public Health Nurses, Phys101aﬂs, preschool
teachers, parents, and 5901a1 service agencies.

~A referral form is pr0v1ded by WCCP to ‘referring profe551onals\and
agencies. P \

~The program requests that . the referral source dlscuss rur services
w1th the family and give them a brochure.

. |
First Contact With Family — | ' - ﬁ\

WCCP sends a letter to all referred persons specifying when they can

expect to be visited and giving them the name of the person who w111
visit. :

Initial Visits To Family

-A WCCP Home Teacher or therapist will further explain our services.

BN
. o a

-A screenlng instrument (usuwally the Comprehen51ve Identification
Process) is used to determine the areas in which the child's devel-
* opment is delayed.

*
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» . ' ’ . ~ \ “ 2 '-

~Parents complete a parent interview form - giving child's medical = - T

. 6— ' ~ history and, parents impressions of the child's development. = ' = . T -
’ -If it is determined that. the child needs our services the{parents
: are askerd fg/figgpa contract, agreeing to participate in ow? Program.’

<

Subsequent-Bome Visits _ . , 2

s
-
-

e ~The Home Teacher asSesses the child's development, using the: Brigance
Inventory of Early Development, in the areas in which the child is

delayed. - :
B M a - L]
-If the child is delayed in physical, speech, or language development . ,
' ¢ the appropriate therapist visits the family and mekes recommendations
7 . to the family and Home Teacher.

-Based on the assessment results, therapy visits and parents goals,
the Hpmg Teacher writes a program plan.

~The Home Teacher's visits are usually weekly. Frequency of visits
depends.on the child's needs and whether or not they arz in a group.
During these .visits they demonstrate activities designed to help the
child progress toward goals specified in the program plan. Parents
are expected to carryout these activities during the week.  Our -
library loans books and materials to fami}ies when thsy are needed.

- o

B ~During the time the Home Teaher works with the family they provide
‘ whatever encouragement and support is necessary to meet all of the
child's needs. Placing children in Play Groups or nursery schools

. ‘ls & goal with all children old ehough.

-Home Teacher maintains -contact with other service agencies or . o
individuals involved with the family.

-Services are concluded when we. feel the child is functioniné with-
in the range of normal.

~.




® .

WASHINGTON COUNTY CEILDREN'S PROGRAM

Infant Pn_gram

>

The WCCP Infant Program is a divergeﬁcetfrom our usuat mod=l. To
date our emphasis has been'on the parent-as-teucher. This model emphasizes
changing the parent's role into that of a teacher who teaches specific
skills to the chlld based on a continuum of sequencial developmental skills.

The model we w111 utilize in the Infant Program empha51zes.help1ng the
parent gain confidence and competence in her parenting role.. The Home
Advisor will work with the parent to help her become more sensitive and
respon51ve to the infant's cues and provide a social and physical environ-
"ment _that encourages the child's development. Parenting kehaviors can have
a major influence on the child s development. Therefore our focus will be
on.helplng the parent learn and integrate behav1ors~wh1ch will foster the
child's growth.

A family will be eligible to participate in the Infant Program if two
or more of the following conditions exist.. The single essential requirement
in all cases is that the family is 1nterested in participating in the
Program.

1. Home environment lacking stimulation.
2. "Failure to thrive! infants.

- Maternal educatién equal to or less than 10th ggadeJ

.t

3
4. Mother has a'developmental disability.
5. Maternul age below 18 or over 35.

6

. Poor maternal/lnfant attachment as determined by hospital
and/or M.I.C. staff. :

7. Low blrthWeight of infant if related to prenatal nutrition
and mother's attitude towards self and pregnancy.

8. Delay evident in older siblings through any combination of .
factors listed above- .
9. Child is between O and 2 years of age.
. 5

The Hone Advisor will offer weekly home visiting services to these
families and will organize small, local groups for parents. The focus of
these visits and groups will be mother-infant activities, important
environmental factors, developmental stages and behaviors, health, medical,
nutritional information, parenting skills, esteem bulldlng activities, and
emotional support for families.
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10.

11

GUIDELINES FOR.HOME VISITS

The child should have sufficient rest before beginning the’
activities. If possible the child should be at his "Ybest"

phy51cally

o

If posslble, “the mother should perform any routine care, such
as, bathing and feedlng, before the home advisor's arrival.

. Distractions such as radlo, "television, and record player are

discouraged during the activities.

A suggestion for '"no visitors" provides adequate and favorable
atmosphere for the mcther and the home adv1sor to interact with
the child, Sy

When possible, in-éoming telephone calls should:be shortened or
limited.

During the home visit the child should have the Opportunlty to
move, explore and exarine the environment.

The mother should feel free to make suggestions and ask questions
about activities, assignments, and the program in general.
Appropriate materials and activities may be provided for older
siblings and other children in the home.

The mother should notify‘'the home advisor in the event. change
of address or telephone number, illness of mother or chlld, -and
other reasons for rescheduling or cancellatlon°

The home advisor will try to reschedule home visits within the
week to magntain the continuity of the program, whenever possn.ble°

Scheduling home v151ts for the same day of the week and same
time of day will help establish the pattern for the home visits.

. R o




Referral - recelved/é& Coordlnator

me Visit Related Duties

23

Inltlal contact - lettew or ‘phone “call from Coordinator -

a. acknowledges receipt of referral
b. specifies who will visit :
c. gpecifies when they can expett to hear from this person

«d. copy goes to referral source

Initial Visits
a. "gives further explanation .
b. do screenlng ) ) . L.

Case Conferences - discuss case with Coordinator after screening is
complete. Determine families needs.

Next Visits

a. have parente sign contract and permissions
b. do assessment
c. determine what parent guals for child are

Between Vlslts

a. write program.y .an
b. arrange for ofher necessary services' i.e..medical, nursery
school, therapy v1s1ts

Subseguent Visits

a. carry out program plan

PO

b. reassess in January and May T p

c. maintain and work to 1ncrease parent 1nvolvement in the program
q 5 // .

Botween Subsequent Visits "

e

o
a. arrange for other needéd services
b. write new program*plan il January
cs write mldpyéar and year-end reports ,
d. arrange " for case ‘conferences with Coordinator when Home Teacher
-feels the need

- ee partlclpate in a minimum of one case review each year with all

agencies involved with home teacher's family

‘f. .consult with Nursery School teacher vhen there is one 1nvolved




REFERRAL FORM

Washington County Children's Program
A RURAL ‘ ) .
'HOME-BASED . ? ¢ and ‘ |
PROGRAM , | Special Needs Preschool Services

&
Name

I3

- oy Ak rre———— xS mm e VTR 4L

Sex , School District _

. Name of Parent or Guardian __

Address ' ¢ ,

. o 2 it U B S e W 7 W T i W st e 4 e e v @t —— W oy Gsa

Street Town

- Number of Siblings

— s . e o A it o ey A S+ —— T Sv L —————————_eY

- Ages

Referring Individual or Agency

\ . .
Diagnosis or Descripthx%:ﬁszsblem '

~

s

s,

s
[

Whét Evaluations. Have Beén Done?

[

What WCCP/SNPS‘Sérvices are'needed° Evaluatlons \_; Home Advisor __; Physical
Therapy___; Oecupational . Therapy s Speech Therapy -; Preschool '
) Coo;dinatloq_;m, Hearing Screening_\ ; Referral Services - ; Nursery

School or Play Grdup'PlacemenQ___o- (S§heck One or More)

-

If not, please e;;ﬁgén{A

- . <t

Directions to home (please use back page if necessary)

e5RIRRRRRAMARR AR

Washington County Children’s Program

A PROGRAM FOR YOUNG CHILDREN WiTH SPECIAL NEEDS
( 'nsored by ¢he Child and Youth Board of Weshington County

ERIC sohone 207/ 2663426 ~ Post Office Box 311

80 Main Street, Machips, Maine 04654
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Child"s Name:

INFORMATION SHEET

DOB: -

B

Pgrent‘s Name:

Mailing Address:

"
~

Phone Number:

e

Directions tc¢ nouse:

@

Referral Sour-c:

Family Doctor:

Other services child is now receiving: = (I

Diagnosis, if 2ny:
%

Description cf problem:

\

.

Medical Contrajindications:
{

\

Allergies:
School District: .

Comments:




H

" VASEINGTON COUNTY CHILDREN'S PROGRAM .-
APPLICANT'S HISTORY -

‘ Neme: _ D.0.B. “ Age
aQ n . ‘ . - X . J
Sex: Foster Child/Adopted ./ J
Legal Address: | e

Mailing Addresa:

s . . = Family -

Mother's Name; | ' Age
Address: - : : Phone _
Place of Employment | . ‘ Ph.‘oﬁg S
Fathqr's Name: _ Age
Address: . o

: ‘ Place of Employment ‘ ' Phone

: Brothers and sisters in order of birth:

Name Age Date of Birth Problens

b3

A,
P2
o
Ry

- Health Informstion -

Child's Physician:

Date of lest medical exam: -

. Liat any medicstions child is presently taking and any side effects you have

’ ' observed:




Are immmizetions up to date?

. What illnesses/problems have required your child to see the doctor?

- - 3

Hospitalizations/Emergency room carev: '(List dates, bomspital, and reacon

- - B i 2
for visit): .

o

s . -

Has your child ever had a hearing test?

By whom?

WVhen?

' How? . ' ' T T T —
s ' .3 |
Findings and recommendations:

J———

-
-

Haa your ch;ild over had a vision test?

By whom? e .

then?

How?

Findings and recommerdations:

Has your child ever he,d'any other spécial- testa?

%

~ By whom?

. When? | o - : - | o

How? ' o J : | ¢




.

Findings and recommendations:

>

.Has anyone in your family ever had s health or educational problem?

Yes No If yes, who?

Hearing loss

Vision loss

Leerning problem in school

Other

.4
Please explain: ' : .

!~ Prenatal Development and Birth -

Did mother receive prenatal care? Doctor

Did she take medication? What?

Did she experiente treuma?,

Yere any high risk factors involved? (drugs, alecohol, cigarettes)

)

-

s

Did she have an x—ray? o Vhen?

Of what? °

Was beby full term?

What wes baby's weight?

-

Vere there any problems or concerns at birth?

o

Were there any problems or concerns during first month?




- , Infant Screening Parent Interview

‘ '. Date of Interiiew/Screening - L 4
. 1
Child's Name . ' . ~ DOB:
Parent/Caregiver | Relatiénshiﬁ to Child .
Address Phone

Could you describe an average day'é schedule for this child? (W:ke
up time - sample breakfast - nap times - lunch - snacks - supper - awake
“ periods .- bedtime - etc.) : :

. . ‘ » ) ‘ . ' N
What does this child especially like? (toys, food, activity, persons, etc.)
' Y

»

What does this child especially dislike? S | ,
-

- What cqﬁberns or quéstions do you have about this child?
o : :

»

- Would you like suggestions for caring for your baby and ways to stimulate
-healthy development? In whidt areas? .
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. "
= Parent/Advisor Contract

The Advisor will: - -~
1. be clear about the time she is coming and be on time.

2. come woll prepared and with appropriate materials for visit.

A -
. ‘screen, assess, and arrange for other spoclallzeé’évaluatlons
vhen needed.

| )

e

P o - B »
5. help parent plan and practice activities to moot child's ncods.

sign

+ 3. nptify paront in advance if ghe cannot keep the app01ntment for the VlSlt

6. Xkcop information confidentisl and shared only with writton pormission.

date

[N

The Pagont“ﬁil}a

1. ho at homo and ready for the visit..
u 2. let%aﬁ?%ﬁmgggg%igg;;know if they héve to cancel a visit. Leavo.

‘ ' a note if they &Te unablo to reach the Advisor by phone.

.3. participéte in planning the activitios for fhoir child;

L. be awarc of their child's prosence when- -they arc 6lscu881ng their
concerns about him or her.

5. follow through on the pluns they moke with their Home'Advisof."

sign

11¢




Nate
) | \ .
The following goals, objectives and activities were
uritten hy .
frs e et %
i Goal Nate
1 Date Achievel
|
!
.
Y
; 1
;o | |
!
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¢ PARLY INTERVENTION FROGRAM
Home Visit Report

Child/Perent S ‘ Date Home Advisor
| GOALS FOR WISI® | ACTIVITIES
OBJECTIVES L < S R / |
S . ﬁ"v f
S

TARENY INTRS:S DISCUSSED , SUIATY

113




o ) @ >
<
WCCP Referral/Permission for Special Services ! ;d/
Child's Name ,. DOB:
Parénts Name ' - Aldress
Phone # " School District )
. 7. B 7
I give permission for my child ' to

receive a develdpmental and/or neuromotor screening from a member of the
Washington County Children's Program staff. _ v T

© Signed

T a o Relationship to Child

-

Date B . .

As a result of the above screening, it does ____ does not __ appear that
this child needs more comprehensive evaluations and services.

. Screener

-

"I give permission for my child : ; _ to receive
comprehensive evaluations b§ Washington County Children's Program staff, or
specialists contracted for by the Special Needs Preschool Program. These
will include one or more of the following: Home Advisor, Speech Therapist,
Occupational Therapist, Psychologist, Educational Consultant or

* - -

o

Signed

Relationship to Child _

. Date

*I understand it is my right to be fufly informed of what evaluations
will be used with my child, and to receive copies of evaluation reports. It

is also my right to request other evaluations for my child and to meet with
.evaluators to have the results explained to me.




A RURAL

HOME-BASED
PROGRAM .
. *  Dear
We have been asked to evaluate .
development, by o We will be having
a clinic on , at ‘ '
« The clinic will be held at :
« Ve would like you to attend.
This will be an opportunity to see how your baby is doing and
get sowe ideas of ways to help your baby grow.
Please let us know if you can not make it. Thank you.
. . Sincerely,
' o Ingrici .Chalufour

- Program Coordinator

cc:

N
. B )
. i ,

_ ) . , ' |
Washington County Children’s Program 12
A PROGRAM FOR YOUNG CHILDREN WITH SPECIAL NEEDS 4

\)' snsored by the Child and Youth Board of Washington County .

ERIC ephone 207/285-3425 Post Office Box 311 80 Main Street, Machias, Maine 04G54

IText Provided by ERIC
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i - .

- v

h ' .

o \\w Vaghington, Comnty Children's Progien INP o
‘ e L (Individusl Fdveatioral Plan)
| | - °

’ o
n .

Child's Wame- n,0.B,

Present Level of Performanee (Communication, Motor Development, -
Pre-Academic, Social/Self-Help, Emotional, <Health, Vision, Hearing, etc.)

IS t

‘ Strengths Veakriegses -
o N Q\.
S
. .8 \\
L \ “
N
. N
i} -
. . . ‘
Evalvative Instrvments Used: By_Uhom . Date Administered '
é

b

2ecormended Program(s) Provicer(s) of Frpected '
: Services ° * Duration of Service

. Date of Neview of IFP I¥P Coordinator
L

ERIC - 12z -




Referral received: Date

b H

Tnitial Visit:

Screening: ' . Date

+ -

Child's Name
DOB:

Foun

——— - 86 i A——— - S s 148 8

. ' WCCP/WCPP Procedural Status Sheet

B§’Whom

———— - ———————

. S

b e i S e W 4 0 M 1 s & g B s

By Whom ‘Instrument

Assessment:

(Include Evaluation

Ao memn memm e e e s A s m o

e i et A e ———n & ere e Sl Seem e sl S8l S

.- P L

_and Resource Person -
Involvement) )

e AT e S ] A . . A 8 S

<

- ose - - m e e - W Y o
. -
i v A - - - im R WR e GSANA WO e e e
>
——

Agency Involvement: Agency

e s 0+ e W Gaa g GA S oA e ey

Worker

Present Program:

©

Medication:

(who sees, how frequently) - -

an
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& WASHINGTON COUNTY CHILDREN'S.PROGRAM
Year End Report

Name DOB: CA Date
Parents )
- Address
Referral Source ___Physician
Total Home Visits O ' Preschool Visits

PET (or Pre-PET Date

Description of Problem:

Resource People Involved:

Screening and Assessments: ‘ Date
o *

Brigance Assessment Results:

-«

&2




s

I give my permiséion for

)

to receive a cépy of the progress report on my ¢hild prepared by

& _ ’ : : » Home Advisor.

_Pérent Signature __

Date




AUTHORIZATION FOR RELEASE OF CONFIDRNTIAL INFORMATION
I hereby authorizethe Washlngton County Chlldren s Program, to

provide 1nformat10n/iecords, concernlng ny dhlld

o

to T , with the understandmg that such
information will be used only for prov1d1ng appropriate services to my

- child, and will remain confldentlal in nature.

@ ~

Signature:

‘ : : - Aadress:

Date:

127




PICTURE, RELFASE.FORM

r‘—§1 hereby give -permission fo_the Washington County-Children's Program-

to use photographs of my child(ren) or other family members in pamphlets,
- booklets, brochures, instructional materials, newspaper articles r other
printed materials which they may develop for use by the program.

‘Front’ View . -
Back View Only 2

[::II hereby give permission for the WCCP to take and use photogréphs of

- my child for the purpose of recordkeeping only. \

[::]I do. not give permission for‘my-child to be photographed by steff
members of WCCP ‘ ' -

Signed

Date

(=3




VASEINGTON COUNTY CHILDREN'S PROGRAM
CAR SEAT RENPAL- AGREEMENT

IBIEEBIA.GREETOLEASEONEGARSEATFORAPERIODNOTEXCEEDINGWELVE
MONTHES FOR A DEPOSIT OF TWENTY DOLLARS. This includes one dollar per month
rental fee. If the seat is returned clean, on time and in good condition,
the lessee will be re-imburesed the difference between the monthly rental fee

and the twenty dollar deposit. If the seat is dirty, late.or in poor
condition, additional funds will be withheld. \J

It is expresaly undarstood and agreed by the leasee that the rental
service provided by the Washington County Children's Progrem is done as a
public service in the interest of safety and that the Washington County
Children's Program is not a dealer in this type of goods, and makes no
warranty express or implled as to the fitness of said seat.

//Tﬁé under81gned further agrees to forever refrain from ingtituting,
pressing, Q@r in any way aid in claim, demand, action, or cause of action
against the Washington County Children's Program or any member thereof,
for any damages, costs, loss of services, -expenses or compensation for, on

account?of, or in any way growing out of, or which hereaiter may grow out
of the use of the said seat by lessae.

~

ThlB agreement is binding on any heir, successors, or assigns.

L

Signature of leasece . Date Taken - Date Due )
* . . , ” . ‘é?
, $
Address Phone " Amount Paid
Segt . Condition of Seat

a

123




» Washington County Children's Program

CLOSURE SHEET -
Enroliment Date |
D Jate
Name . 30B:
hParents ' , Home Advisor '
Address ) : . Referral’Sourcé._

t

‘Total Home Visits School or Preschool)Viéits

Resource Pecple Involved:

o

Agency Involvement:

Reason For Closure:

‘g 5

Referral to other Agency:

Date Referral Made:
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